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Employee Self-Service

Important Information

Modern software evolves at an ever-increasing speed. A result is that there are updates to
software on a regular basis. In the case of CONNECT, there will be regular updates, as needed,
before Go live, and updates on a quarterly basis after Go Live. The on-line learning materials will
be updated as well, which is why our on-line library of CONNECTed is such a valuable resource
for you and for other learners.

This document is intended ONLY as a classroom session learning aide for CONNECTors.
Portions of the content will change prior to CONNECT Go Live. The on-line documentation
should always be considered as the current, accurate source. CONNECTors, and Judiciary
employees, should regularly check for updates. Proactive notices will be available on the
CONNECT portal and via email updates.

We recommend you always point other learners to the on-line resources available to them in
CONNECTed.
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Introducing Employee Self-Service

Employee HR Dashboard

The Employee Dashboard provides a quick view of:

e Self Service Links

e Expiring Licenses

e Expiration Dates

e Announcements

e Manager Expiration Dates
e Company Directory

Procedure

This topic will describe the various pagelets available in the Employee Dashboard

.( Do

CONNECT

User ID

Password

Select a Language

English “

W Enable Accessibility Mode:

Set Trace Flags

‘Gopyright © 2000, 2014, Oracle and/or its afl
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Step ‘ Action Notes

1. Click in the User ID field.

CONNECTed

Enter "kenneth.luck" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. | The CONNECT Employee HR Dashboard is a set with predefined
pagelets. A pagelet is a small window that provides quick access
and view to summary information.

7. | The CONNECT Employee HR Dashboard will load the defaulted
pagelets with summary information from various sources within
the system. This page may vary per user.

For security purposes, your CONNECT system logs you out of
after 20 minute period of inactivity. Two minutes prior to your
session timeout, the system provides a warning that your
browser session is about to expire.

8. The Employee Self Service Links provides you with quick access to
the most frequently used pages by employees. The options
available may vary per user role (for example only Managers will
see the Manager Dashboard link).

9. | The Employee Expiring Licenses pagelet provides alerts 60 days
prior to expiration of licenses.

10. | My Expiration Dates will show expiration alerts for Acting
Capacity, Probation Periods and Contract Periods expiring
whithin the next 30 days.

11. | Announcements will be posted here by the Human Resources
personnel. The announcements will be links that when clicked
more information will be provided.
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Favortes ¥ MainMenu ¥

- CONNECT

Persanalize Content | Layout
S o~ || Announcements

*  CONNECT Oniine Trsining

Maryiand Handgun Quaiification o001
‘Special Police Offcer o001

EE’D Company Directory

EndDnte Days o Endme | | S90S by Nams, Job Tte, Dcpartment, or Email
tion Date 20151015 22 (]

& My Org Chart Advanced Search

X "MESSAGES0);

CONN

ECTe

TR AR WG

ERNET

Step ‘ Action Notes

12. | Click the CONNECT Online Training link.
[CONNECT Online Training

13. | The announcement is displayed in a pop-up window.
Click the OK button.

14. | The Company Directory is a search option (by Name, Job Title,
Department, or Email) that will provide you with an
organizational chart view. The My Org Chart link will provide you
with your organizational chart.

15. | Click the Home link.

16. | Click the Sign out link.

17. | You have completed reviewing the Employee HR Dashboard
End of Procedure.

Employee Learning Dashboard

The Employee Learning Dashboard provides a quick view of:

Announcements
Quick Links
Expiration Dates
Search for Learning
My Current Learning
My Learning Calendar
My To Do List
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e New Learning
e Highest Rated Learning
e Most Enrolled Learning

Procedure

In this topic, you will review the Employee Learning Dashboard.

‘Copyright © 2000, 2014, Oracle andior s afflates. Al righis reserved.

Step  Action Notes

1. Click in the User ID field.

2. Enter "deborah.whitaker" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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Step ‘ Action

5. Click the Sign In button.

Sign In

Favorites ™ Main Menu ~

- CONNECT

Personaiize Content | Layout 7 tep

Step ‘ Action Notes

6. Click the Learning Home menu.

7. View the Announcements pagelet.

This pagelet displays Judiciary learning announcements. These
announcements can be a company wide announcement or a
more specific announcement for a certain group of learners.

8. | View the Quick Links pagelet.

These links are used to navigate quickly to the most frequently
accessed learner pages.

9. | View the Search for Learning pagelet.

This pagelet allows a learner to use a basic keyword search to
quickly find learning in the learning catalog.

10. | View the My Current Learning pagelet.

This pagelet allows a learner to view the status of their learning.
Clicking on the Title links displays the details for that learning.
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Step ‘ Action Notes

11. | View the My To Do List pagelet.

This pagelet allows a learner to view outstanding learning tasks.
These tasks can be accessed directly using the links in the
pagelet.

12. | View the New Learning pagelet.

This pagelet displays new learning opportunities that have been
recently added to the learning catalog.

13. | Click the Vertical Scrollbar to navigate down the page.

14. | View the My Learning Calendar pagelet.

This pagelet displays your learning events in a calendar. When a
date is highlighted, it indicates you are enrolled in a class for that
day. Clicking that date will allow you to see the details of the
enrollment.

15. | View the Highest Rated Learning pagelet.

This pagelet displays learning that has received the highest
ratings among other learners. Clicking the links in this pagelets
displays the learning details.

16. | View the Most Enrolled Learning pagelet.

This pagelet displays the learning that has the highest
enrollments in the Judiciary.

17. | Click the Vertical Scrollbar to navigate up the page.

18. | Click the Home link.

19. | Click the Sign out link.
Sign out

20. | You have completed the review of the Employee Learning
Dashboard.
End of Procedure.

Managing Human Resources

Managing Personal Information

Page 7



TRAINING GUIDE

T
CONNECT Employee Self Service QONNECTEd

TRAMIKIG LIERNET

Viewing & Updating Personal Information

The Personal Information Summary page allows employees to keep their information up to date
including home and mailing address, phone numbers, emergency contacts, email address, and
ethnic group.

Favorites ¥ Main Menu ¥ Self Service ¥ Personal Information ¥ Personal Information Summary

+» CONNEC

Personal Information Summary

Expand All Coliapse All

Ben Affleck
J Administrative Clerk |
: Actions »
Name
Ben Affleck

Change Name

Home/Malling Addresses

Addresses

Address Type Status As Of Country Address

Home Current 072312015 USA 940 Devady t¥ Diwd
Annapolis, MD 21204
P 90210

Mailing Current 0712312015 USA O. Box 90210

Annapolis, MD 21401
Change Home/Mailing Addresses

Phone Numbers
Phone Numbers
Phone Type Phone Number Preferred
Business 410/283.1273 v

Change Phone Numbers

Emergency Contacts
Emergency Contacts

Name g0 Emolovas Primary Contact

Procedure

In this topic, you will view and update your personal information from the Personal Information
Summary page.

.( Do

CONNECT

Selecta Language

English ¥

W Enable Accessibility Mode

Set Trace Flags

‘Copyrioht © 2000, 2014, Oracle andor s affliates. Al rights reserved.

0% v

Page 8



CONNECTed

TRAMIKIG LIEAM

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {=1

1. Click in the User ID field.
2. Enter "ben.affleck" into the User ID field.
3. Click in the Password field.
4, Enter "test123" into the Password field.
5. Click the Sign In button.

Sign In

Favorites ~

. # Home | sign out
+» CONNECT
+
Persanalize Cantent | Layout 7 He
Employee Self Service Links S o~ | @ Announcements o=
T, Timesheet Overtime
8 e sis
) ghtiel) No Current Announcements.
c’:‘rg’a Company Directory c ov
Search by Name, Job Tit, Department,or Emil
" || my org hart Advanied Search
Employee Expiring Licenses S o
in 3 No expiing lcenses i the next 60 days
profie.
Training Absence
Summary . Request
o 1 sy
requess
p: 11800/ psp) E_EMPLOVEE.HR,EE_PERS INFO.GELINAVSTACK=ClearBPORTALPARAM_PTCNAY=HC_HR_EE_PERS_INFO_GBLEEOPP.SCNode=HRMSREOPP.SCPortal %,90%  ~

Step  Action Notes

6.

Click the Personal Information Summary link.

Personal
Information

SUmMmMmany

Use the Personal Information Summary page to view and update
personal information such as:

e Address

* Phone Number

e Emergency Contacts

¢ Email Address

¢ Marital Status

¢ Ethnic Group
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Favortes ¥ Main Menu Self Senice ¥

T

Personal Information ¥ 5 Personl Information Summery

+ CON

Personal Information Summary

Expand Al COIEREE R

Ben Affleck
Admiristrative Clerk |

)

Name
Ben Afleck

Change Name

Home/Mailing Addresses

Addresses
Address Type  Status Asor Gountry. Adaress.
Home Current osoI201s Usa

123 Main St
/Annapoiis, MD 21204
‘Change Home/Malling Addresses

Phone Numbers
Phone Numbers

Prone Type Phone Number Preferes
Business 4102834273 v
‘Ghange Phone Numbers
Emergency Contacts
Emergency Contacts
Name. Retatonship o Employee Primary Contact

CONNECTed

TR A IKIG LIER N

#& Home  Sign out

| New Window | Help | Personsitze Page | 2~

W

javascript:submitAction win{document.wind, EP_BTN_LINK WRK_EP_COLLAPSE LINK);

®o0%

Step | Action [\ [o] {1

8. Click the Change Home/Mailing Addresses button.
| Change HomeMdailing Addreszes |

9. NOTE: Once you update your Home Address you must submit a
W-4 form with the state. http://www.irs.gov/
(http://www.irs.gov/)

10. | You have the ability to add a new address or edit an existing

address.

Favortes *  Main Menu Home and Maiing Address.

& CONNECT

Personal Information

Home and Mailing Address

Ben Affleck
Addresses
[P RO R G R
y e
ome cwment osmums s praro I 7
agaress vroc I E [

~ Requires Fiek

Return to Personal Information

# tome  Signout

New Window | Help | Personalize Page | i)

EDIT_LINKSD');

®o0% v

Step | Action

11. | Click the Edit button to edit the current home address.

&
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Favortes ¥ MainMenu

Home and Maling Address

TRAINING GUIDE

CONNECT Employee Self Service

5 CONNECT

Edit Home Address

Change As Of 072372015 |5

Change Country
idress
City [Annapolis State MD. Q Marytand
Postal[21204
ounty
Save Cancel

New Window | Help | Personalize Page | [

®o0%

Step @ Action [\ [o] {1

12. | Click in the Address 1 field.

13. | Press [Backspace] to delete 123 Main St.

14. | Enter "948 Beverly Hills Blvd." into the Address 1 field.
15. | Click the Save button.

Favortes ¥ Main Menu Home and Maiing Address.

- CONNECT

Home and Mailing Address.
Save Confirmation

[ e ——

[—

New Window | Help | Personalize Page | i1

Hoo% -

Step @ Action Notes

16.

Click the OK button.

17.

Notice the address reflects the changes that were just entered.
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Favortes ¥ Main Menu Home and Maiing Address.

- CONNECT

New Window | Help | Personaize Page | [
Personal Information
Home and Mailing Address

Ben Affleck
Addresses
[T U G S
y ——
ome cwent  omts s St ey 1 7
“acaress Tyoc NN A
P

Return to Personal Information

oo -

Step | Action [\ [o] {1

18. | Click the Address Type drop-down list.

19. | Click the Mail list item.

20. | Click the Add button.
Add

Favorites ~  Main Men ~ Home and Maling Address #& Home  Sign out

% CONNECT

[Add Mailing Address

New Window | Help | Personalize Page | i)

Change As Of 07232015 |5

Gountry Urited States: Ghange Coutry
Adress 1
Addross 2
Address 3

city stte Q
postal
County

smve Gancel

®o0% v

Step @ Action Notes

21. | Click in the Address 1 field.

22. | Enter "P.0O. Box 90210" into the Address 1 field.
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Step @ Action [\ [o] {=1

23. | Click in the City field.
I |

24. | Enter "Annapolis" into the City field.
25. | Click in the State field.

L |

26. | Enter "MD" into the State field.
27. | Click in the Postal field.

L]

28. | Enter "21401" into the Postal field.

29. | Click the Save button.

Save

30. | Note the message indicating the update was successful.

[—

CONNECT

Home and Mailing Address ‘ saved ‘
Save Confirmation

®o0% v

Step @ Action [\ [o] {=1

31. | Click the OK button.

32. | Notice you have updated an existing address and added a mailing
address.
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Favorites ¥ Main Menu ¥ Home and Maling Address #& Home  Sign out

- CONNECT

New Window | Help | Personalize Page | [

Personal Information
Home and Mailing Address

Ben Affleck

Addresses

oessTpe  Sws Aot cowmy  Adkess
. ——

ome Cwent ovams  usa 45 Sty s St 7
. P0 Bocsz0

Medng  Curen  omms  usa PRz 2

Retum

javascript:submitAction win{document.wind, DERIVED_CO_RETURN_TRANSFER'); 0%~

Action

33. | Click the Return to Personal Information link.
!?eturn to Personal Informat u:ur'!

Favorites »  Main Menu RS ——— # Home  Signout

+» CONNECT

| New Window | Help | Personsitze Page | & =

Personal Information Summary
EipsnaAl Colapse Al

Ben Affleck
J Administrative Clerk |
Actions = E
Name
Ben Affleck
‘Change Name

Home/Mailing Addresses
Addresses

Address Type  Status Rsor Couniry Adaress
- 945 Bevery Hils Bivd

Home Current omzz0ts usa P biy-ton

Maiing Curent omzz0ts usa .0, Bax 010

Annapoiis, MD 21401
Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred
Business 4102834273 v
‘Ghange Phone Numbers

Emergency Contacts

®o0% v

Step | Action [\ [o] {=1

34. | Click the Vertical Scrollbar to scroll down the page.

35. | Click the Change Email Addresses button.
| Change Email Addresses |

36. | Business email address can not be updated.
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% CONNECT

Personal Information
Email Addresses

Business. ben affleck@mdcourts gov =

‘Add Email Address

New Window | Help | Personaize Page | i1

Step @ Action [\ [o] {1

37. | Click the Add Email Address button.
| Add Email Address |
38. | Click the Email Type drop-down list.
39. | Click the Home list item.
[Home |
40. | Click in the Email Address field.
41. | Enter "ben.affleck@email.com" into the Email Address field.
42. | Click the Save button.

Save

Favorit M Email Addresses.

2 CO‘NNEQT

Email Addresses

Save Confirmation
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Step | Action

43. | Click the OK button.

Main Menu Email Addresses A& Home  Sign out

- CONNECT

New Window | Help | Personaiize Page |

Personal Information
Email Addresses
Ben Affleck

RS
Email Addresses

“EmailType  Email Address Prefered  Delete
Business. ben.affleck@mdcourts gov
Home Jben affleck@email.com B a

'Add Emal Address
sae
“ Requred Figd

Betum to Personal Information

[Jvescrptsubmithcion_wind Gocument wind, DERIVED CO_RETURNLTRANSFERT; |

Step | Action

44, | Click the Return to Personal Information link.

[Retum to Personal Information]

Favorites »  Main Menu [ ——— # Home  Signout

- CONNECT

Personal Information Summary

| New Window | Help | Personsitze Page | & =

Expand Al COIERSE AR

Ben Affleck
J Administrative Clerk |
Actions = E
Name
Ben Affleck
‘Change Name

Home/Mailing Addresses

Addresses
Aodress Type  Status Rsor Country dress
Home Current omzz0ts usa [o48 By 1 v

/nnapoiis, MD 21204

o .0, Box 0210
Maiing Current omRazs usa e e
Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred
Business 4102834273 v
‘Ghange Phone Numbers

Emergency Contacts

®o0% v

Step | Action Notes

45. | Click the Vertical Scrollbar to scroll down the page.

46. | Click the Change Emergency Contacts button.
| Change Emergency Contacts |
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Favortes ¥ Main Menu Emergency Contacts.

TRAINING GUIDE
CONNECT Employee Self Service

#& Home  Sign out

- CONNECT

Personal Information
Emergency Contacts

Ben Affleck
fctors 3
Emergency Contacts
Contact Name Retaionship to Employee Primary Contoct st Delete
Casey Affleck Sibling 4 o
Add Emergency Contact
Save

Retum to Personal Information

New Window | Help | Personalize Page | i

Ho0% -

Step @ Action

47.

Click the Add Emergency Contact button.
| Add Emergency Contact |

Favortes *  Main Menu Emergency Contacts.

#& Home  Sign out

% CONNECT

Emergency Contacts
Emergency Contact Detail
Ben Affieck

Address and Telephone
“Contact Name

“Relationship to Employee [Ofher

[ contact has the same address as the employee

[ same

Address

Country United States. Change Country
Edit Address.

Address

Phone
Telephone|

Other Telephone Numbers

Emergency Contacts

kPhone Type Phone Number Extension Delete

'Add Phone Number

Save

New Window | Help | Personslize Page | [ ~

®o0% v

Step @ Action [\ [o] {=1

48.

Click in the Contact Name field.

49.

Enter "Jennifer Garner" into the Contact Name field.

50.

Click the Relationship to Employee drop-down list.

| Other E“
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51. | Click the Spouse list item.

52. | Click the Contact has the same address as the employee option.
| [C] contact has the same address as the employee

53. | Click in the Telephone field.
| |

54. | Enter "4102402797" into the Telephone field.

55. | Click the Save button.

Save

Emergency Contacts.

3 coNN_E.QT

Emergency Contacts ‘ saved ‘
Save Confirmation

®o0% v

Step @ Action [\ [o] {1

56. | Click the OK button.

57. | Notice Jennifer Garner has been added as an emergency contact.
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Favortes ¥ Main Menu Emergency Contacts.

TRAINING GUIDE
CONNECT Employee Self Service

- CONNECT

Personal Information
Emergency Contacts
n

............

aaaaaaaaaaaaaaaaaaaaaa

New Window | Help | Personalize Page | [

oo -

Step @ Action [\ [o] {1

58. | Click the Primary Contact option.

=

59. | Click the Save button.

Save

Emergency Contacts

Save Confirmation

®o0% v

Step  Action

60. | Click the OK button.
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Favorites ¥ Main Menu ¥ Emergency Contacts #& Home  Sign out

- CONNECT

New Window | Help | Personaize Page | [

Personal Information
Emergency Contacts
Ben Affleck
Emergency Contacts
Contact Name Retationship to Employee Primary Contact Eat Delete
Casey Affieck Sibling a 2 o
Jennier Gamar Spouse 7 i}

Add Emergency Gontact

Sove
Retum o Personal Information
javascript:submitéction wind(document.wind), DERIVED_CO RETURN_TRANSFER'); ®o0%

Step | Action

61. | Click the Return to Personal Information link.
!REtLrn to Personal Information

Favorites ~  Main Menu ~ Personal Information Summary #& Home  Sign out

- CONNECT

Personal Information Summary

| New Window | Help | Personalize Page | &~

Expand A1 GBIEESE AR
Ben Affleck

J Administrative Clerk |
Actions =

-

Name
Ben Affleck

I

Change Name

Home/Mailing Addresses

Addresses
AcdressType  Status nsor Country. Adaress
945 Beverl Hills Bivd
Home Current oIRI5 USA even > 51204
P.0. Box 90210
Maiing Current oIRI5 USA e et

Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type: Phons Number Prefered
Business 102834273 v
Change Phone Numbers
Emergency Contacts 3

Step | Action Notes

62. | Click the Vertical Scrollbar to scroll down the page.

63. | Click the Change Ethnic Groups button.
| Change Ethnic Groups |

Page 20



CONNECTe

TRAMIKIG LIER BT

Favorites n v Ethnic Groups

TRAINING GUIDE
CONNECT Employee Self Service

- CONNECT

Ethnic Groups
Ben Affieck

The employer

9 o the federal
‘qoverment for civil ights enforcement. When reported, data will notidentiy any specifc indvidual

Ethnic Groups
Description Detete
“Adid 3 Ehnie Group

Return to PersonalInformation

New Window | Help | Personalize Page | [

®o0%

Step @ Action [\ [o] {1

64.

Click the Add an Ethnic Group button.
| Add an Ethnic Group |

65.

Click the Description drop-down list.

66.

Click the White list item.

67.

Click the Save button.

Save

Favorites Ethnic Groups

£ CONNECT

New Winciow | Help | Psrwnxhze‘ ‘
Ethnic Groups soved |
Save Confirmation
[Ty e—
oK
v
Hoo% -

Step @ Action

68.

Click the OK button.
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Favortes ¥ Main Menu Ethnic Groups

- CONNECT

Ethnic Groups
Ben Affieck

forthe
i these laws, the employer imites
luntary and

9 and reported o the federal
‘qoverment for cvil ights enforcement. When reported, data will notidentiy any specifc indvidual

Ethnic Groups

Description Deite
white a
Add an Ethnic Group
Save

Return to Personsl Information

# Home

CONN

Sign out

New Window | Help | Personalize Page | i)

javascript:submitAction win{document.wind, DERIVED_CO_RETURN_TRANSFER');

®o0%

ECTed

TR A IKIG LIER N

Step | Action [\ [o] {1

69.

Click the Return to Personal Information link.

Feturn to Personal Information

70.

The changes made to your address, emergency contacts, email
address, and ethnic groups are now reflected in your Personal
Information Summary.

Favortes ~  Main Menu Personal Ifor

# Home

> CONNECT

Personal Information Summary

Expand Al COIEREH

Ben Affleck
J Administrative Clerk |
Actons=
Name
Ben Afflck
Changs Name

Home/Mailing Addresses

Addresses
AcdressType  Status nsor Country. Adaress
945 Beverl Hills Bivd
Home Current oIRI5 USA even > 51204
P.0. Box 90210
Maiing Current 7S Usa e et

Change Home/Msiling Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Pretered
Business 4102831273 v

Change Phone Numbers

Emergency Contacts

Sign out

| New Window | Help | Personaize Page | &~

i

#,90%

Step @ Action Notes

71.

Click the Vertical Scrollbar to scroll down the page.

72.

View the details to ensure the updates are complete and
accurate.
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Step @ Action

73. | You have completed updating your personal information.

Click the Home link.

# Home | Sin out

Personaiize Content| Layout

7 tep

E’Z_\‘}D Company Directory

Search by Name, Job Titl, Department, or Email

Advanced Search

e next 60 days

Intp://hrtest.mdcourts. gov:1 1800/ psp/ hrdev/EMPLOYEE/HRMS Zcmd=logout

®o0% v

Step @ Action Notes
74. | Click the Sign out link.

75. | You have completed the topic "Viewing & Updating Personal
Information".

End of Procedure.

Submitting a Name Change

You can use CONNECT to submit a name change. Upon submitting the change, the request is
sent to an HR Administrator to review and approve the name change before it is finalized.
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Favorites ¥ Main Menu ~ Self Service ¥ Personal Information ¥ Name Change

- CONNECT

Maryland Judiciary

Name Change

AMY MORAN

Enter your new name and select Submit

Note: You may be required to send proof of the name change to Human Resources.

US Employees: All name changes must match the name provided on your social security card

Current Name

AMY MORAN
New Name
Change As Of 08/10/2015 |5 (example: 12/3122000)
*Name Format |English =] Edit Name
Name AMY MORAN

In this topic, you will submit a name change.

L o
(CONNEQT

Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or is affiates. All rights reserved.

H100%

Step @ Action Notes

1. Click in the User ID field.

Enter "amy.moran" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In
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Favorites ¥ i

ot v A Home
% CONNECT
(o
Macsiandudiciary
Personalize Content | Layout b
G) B O Cari e & - | |Employee Expiring Licenses c e~ Announcements c

No expiring licenses in the next 60 days,

Timesheet Web Clock Overtime o Canent A .
Repenyur e Ener e /@, Requests 7 My Expiration Dates o T o Current Announcements.
and tsi detals for punches ui View o ad
2cay, wesk, o (5 etz @D you overime

irfomation

{2 your overtime
time period. Tequests. ID Description  End Date  Days to End Date

Absence Careers Interview
Request Careers site to A calendar
1 View or add your p view jobs and View Company Directory -3
sbaenie reauests. manage your inteius of B8
applcatons cpplicentsin

which you are
o

unchy Search by Name, Job Title, Department, or Email

®

ADA My Current Current 7 My Org Chart Advanced Search
Accommodation (g — M) Profile Documents
5\ Reves =1 nerage Update or
A competencies iew you
and o
= ents
m

DA
‘Accommodation
Request

#100% -

Step @ Action [\ [o] {1

6. Click the Main Menu button.

viain U

7. Click the Self Service menu.
3 self Service »

8. Click the Personal Information menu.

(3  Personal Information 4

9. | Click the Name Change menu.
Ij Mame Change

10. | Notice the "Change As Of" date defaults with the current date.

You can change this date if your name change will go into effect
on a different date.
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Favortes ¥ | ManMenu v Self Senvice ¥ Personal Information ¥ Name Change

% CONNECT

Name Change

AMY MORAN
Enter your new name and select Submit

Note: You may be requited to send proof of the name change fo Human Resources.
US Employees All name changes must maich the name provided on your social security card

Current Name

AMY MORAN

New Name
Change As OF (0871012015 | (ecampie: 127312000)
“Name Format [Englisn =] Edit Name

Name AMY MORAN

Submit

*Required Field

CONN

# Home | Sign out

New Window | Help | Personalize Page | B

®100% ~

Step | Action

ECTed

TR A IKIG LIER N

11.

Click the Edit Name button.
|  EditName

Main Menu Personal Information

% CONNECT

Name Change

Name
AMY MORAN

Enter your new name and select Submit
Note: You may be required to send proof of the name.
US Employees: All name changes must mach the nanf

English Name Format

Prefix I— - |

Current Name First Name [AMY

AMY MORAN Middle Name [£
Last Name [MORAN
New Name sutix =
Emgeeey LI ) Display Name AMY MORAN
“Name Format[English | Formal Name AMY MORAN
Name AMY MORAN Name MORANAMY E
Refresh Name
oK Cancel
*Required Field

Help

A tome | signout

New Window | Help | Personalize Page | B

#100% -

Step @ Action [\ [o] {=1

12.

Click in the Last Name field.
[MORAN |

13.

Press [Backspace] to delete Moran.

14.

Enter "Fletcher" into the Last Name field.

15.

Click the Refresh Name button.
| Refresh Mame l

16.

Notice the name displays Amy Fletcher and not Amy Moran.
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Step @ Action

TRAINING GUIDE

CONNECT Employee Self Service

1

7. | Click the OK button.

Favorites ¥ | MainMenu ¥ Self Service ™ Personal Information ~ Name Change

A Home | Sign out

< CONNECT

Name Change
AMY MORAN
Enter your new name and select Submit.

Note: You may be required to send proof of the name change to Human Resources.
US Employees: All name changes must match the name provided on your social security card

Current Name

AMY MORAN

New Name
Change As Of [08/102015 |5 (exampe: 12/312000)

EI

“Name Format English Edit Name

Name AMY Fletcher

Submit

= Required Field

New Window | Help | Personalize Page | B

®100% v

Step @ Action [\ [o] {1

18.

Click the Submit button.

19.

Note: Before the name change is finalized in CONNECT, it will be
reviewed and approved by an HR Administrator.

Favortes ¥ | ManMenu ~ SelfService ¥ > Personal Information ¥ Name Change

4 Home | Sign out

+ CONNECT

Name Change
Submit Confirmation

¥/ 1he Submi vas successtu

i

New Wincon | Help | Personaize

=

#®100% v
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Step | Action

20. | Click the OK button.

Favores ¥ | ManMenu ¥ > Self Service ¥ Personal Information ¥ >  Name Change Sign out

¥ CONNECT

New Window | Help | Personaiize Page | &)
Name Change
AMY MORAN
This information was submitted.
Current Name
AMY MORAN
New Name
Change As Of  08/10/2015
Name Format Engiish
Name. AMY Flelcher
nttp://1 govil. tabs! T HI00% v

Step | Action

es~ | MainMenu v
Jacyians Jusiciany
Personaize Content  Layout 2 Heb
Employee Self Service Links 5 o- | |[EmployeeExpiringLicenses  C ov Announcements S ov
No expiring lienses in the next 60 days
Timesneet Web Clock ®, Qe o .
Repor your tme Entermchicust Requests | [ 5 e = o Curtent Announcements.
i e (BN ftiese, | B My Expiration Dates S e
Say, week. o Felevanttask D you overtme
fime period. infomaton Teausts ID Description _ End Date  Days to End Date
Absence Careers Interview
Request Gareers site to DA Calendar
View or aa your vew joos and View Company Directory s ov
sbaenie reauets. manage your inervews of 55
Soplcaions Zppicants
wich you are: Search by Name, Job Tite, Deparment, or Email
scheduied to
Poreipee. ®
ADA My Current Current & My Org Chart Advanced Searth
Accommodation W) pronie Documents
Request &= honage Update or
prin competencies view your
baconmodaton and peromance
et Secompishments Gocaments
ryour cure or e
ot cument
pe
Training Personal
Summary Compensation Information
Jour taning Review Review
nformatin compensation summry of
oy your personsl
Formaton
< i >
p 1 0 S

Step | Action
22. | Click the Sign out link.
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Step @ Action

23. | You have completed the topic "Submitting a Name Change".
End of Procedure.

Viewing the Organizational Chart

This organizational visualization and navigation directory offers functionality beyond a typical
organization chart by supporting and identifying direct-line reporting chains. The org chart
viewer displays a person within a three-tiered graphical representation of the reporting
structure.

< CONNECT

Procedure

In this topic, you will view your position on an organizational chart and view your direct and

indirect reporting structure.
o( ).
CONNECT

User ID

Copyright © 2000, 2014, Oracle andor s afflates. Al righis reserved.
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1. Click in the User ID field.

CONNECTed

TR A IKIG LIER N

2. Enter "dennis.scott" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

Favorites ™ . # Home | Sign out
+» CONNECT
+
’ ) Persanaiize Content | Layout 7 He
Employee Self Service Links S (o~ | [Employee Expiring Licenses S o~ | @ Announcements Bles

Overtime No expiing licenses inthe next 50 days.
sts

| |54 wy Expiration Dates s ov || NoGurentAmouncements.

D Deseription EndDate  DaystoEmaDate

Erg’o Company Directory c ov

Search by Name, Job Tite, Department,or Emai
®

7 My Ora Chart Advanced Search
Remuant istory
profle.
Training Absence Current
Summary Request Documents
o 1 s your e
Sosanee o
reavests
&
e
period
javascriptisubmitAction_win3(documentwin3, HRCD_MY_INFO_LNK); ®oo% -

Step | Action Notes

6. Click the My Org Chart link.

son My Org Chart

7. | The Organizational Chart shows your direct-line reports. By
default, your square in the chart is highlighted.
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Faye Matthews ¥

TRAINING GUIDE

CONNECT Employee Self Service

Company Directory || Direct
&  Advanced Seanch

Search by Name, Job Tile, Depariment, or Email O Gearm

[ Org Chart |[3 Profie

Chart | List

Org Chart Viewer REHTi 5 Fioie Fage) Preferences

Step @ Action [\ [o] {1

8. Click the minus "-" button to zoom out on the organizational
chart.
9. Notice the chart got smaller. You can continue to zoom out to get
a more complete view of the chart.
10. | Click the "Right" arrow to view the right side of the
organizational chart.
i
11. | Click the "Left" arrow to view the left side of the organizational
chart.
i<
12. | Click the "Initial Point" button to return to the center of the
organizational chart.
13. | You can view your profile information and HR data from the
Profile tab.
Alternatively, you can view other direct line report's profile and
HR data by selecting a different name in the organizational chart.
Click the Profile tab
14. | Review the data on the Profile page
15. | Click the Org Chart tab to return to the organizational chart.
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Step ‘ Action Notes

16. | To view the direct-line reports for another person, click the Org
Chart link in the box for the desired individual.

17. | View the organizational structure for Jeanette Hyre.

CONNECTe

TRAMIKIG LIER NET

18. | You have the option to download the organizational chart detail
information you are viewing as an Excel file.

19. | You have completed viewing the organizational chart.

Click the Home link.

Favoriies ™ | MainMenu My Page # Home

Sign out

& CONNECT

Personalize Cortert Layout 7 Felp
S o~ | [@ Announcements Bl

No exping I

< inthe next60 days
| |[F# My Expiration Dates 2 o~

D Desoription EndDate  DaystoEnd Dste

\ﬁ%\: Company Directory < ov

Search by Name, Job Tite, Department,or Emai
®

7 My Org Chart Advanced Search

Intip//hrtest mdcourts. govi1 1800/ psp/ hrdey/EMPLOVEE/HRMS Zcmd=logout Hoo% -

Step ‘ Action Notes

20. | Click the Sign out link.
Sign out

21. | You have successfully completed the topic "Viewing the
Organizational Structure".
End of Procedure.

Requesting ADA Accommodations

Submitting an ADA Accommodation Request

CONNECT allows you to enter the details for an ADA Accommodation Request, submit the
request, and monitor the approval status of the request.

Page 32



TRAINING GUIDE
T§ON NEETE:d CONNECT Employee Self Service

Favorites Main Menu ¥ > SelfService ¥ > Personal Information ™ > ADA Accommodation Request

< CONNECT

Form | Ingtructions || Aftachments
ADA Accommodation Request
*“Subject
Priority | 3-Standara =] Due Date [+

Status Initial

Information to be by ployee or A

*Employee ID Q

*Name
Position
*Address.
*City/State
“Zip Code

Work Location Q
Work Telephone

“Request Date ]

*Accommodation

Be as specific as possible. If needed use the More Information field.

Procedure

In this topic, you will enter the details for an ADA Accommodation, submit the request, and view
the approval status.

.( ).

CONNECT

Password

Selecta Language

English 73

B Enzble Accessibility Mode

Set Trace Flags

‘Copyright © 2000, 2014, Orax

Step  Action Notes

1. Click in the User ID field.

2. Enter "rebecca.miller" into the User ID field.

3. Click in the Password field.
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Step | Action [\ [o] {=1

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

# Home | Signout

Personaize Gontent | Layout 7 Hep
Employee Expiring Licenses S o~ ||E Announcements S ov
No expiing enses in the next 60 days
[E# My Expiration Dates o o= * CONNECT Online Training
0 Description EndDste  Days to End Date
000003235 Probation Period End Date 2015-08-01
5@6 Company Directory S o

Search by Name, Job Tite, Department, or Email
®

& My Org Chart Advanced Search

[(http://connectd.mdcourts.gov12280/psp/ hruat/EMP LOYEE/HRMS/c/ MANAGE FORM.FORM A... |

Step | Action

6. Click the ADA Accommodation Request link.

ADA
Accommodation
Reguest

Favorites ¥ Main Menu Self Service ™ 5 Personal Information ¥ > ADA Ac on Redque: #& Home  Sign out

£ CONNECT

New Window | Help | ]
SearchiFill a Form

you L aist of allvalues.
Find an Existing Value || Add a New Value

Search Criteria

Seauence Number[=
‘Subjest{begins win =]

Document Key String|begins wih [<]
Prioity= = =
oweDael=  [7] o]
Approval status[=___[5] =

[ case Sensitive

Searth Clear | Basic Search [ Save Search Citeria

Find an Bxising Valuz | Add s New Valu
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Step @ Action [\ [o] {=1

7. Click the Add a New Value tab.
| Add a Mew Value |
8. The ADA Accommodation Request page will auto populate some

of the Employee or Applicant Information.

Update the details of your accommodation request, if needed.

5 CONNECT

Form || ingtructions || Afs

ADA Accommodation Request

Information to be completed by Employee or Applicant

*Employee ID 000003235 @,

ity/State /Annapolis, MD
“Zip Code 12385
n DC/Allegany Admin. G Q

category =

New Window | Help | Personaiize Page | i~

Step @ Action [\ [o] {=1

9. Click in the Work Telephone field.

10. | Enter "410-494-2184" into the Work Telephone field.

11. | Click in the Request Date field.

12. | The Request Date is the date the accommodation is required.
Enter "06/28/2015" into the Request Date field.

13. | Enter all information specific to the ADA Accommodation
Request.
Click in the Accommodation field.

14. | Enter "l require a ramp to access the office with my
wheelchair." into the Accommodation field.

15. | Click the Vertical scrollbar to move down the page.
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Step ‘ Action Notes

16. | The form will need to be saved first and then submitted to go to
the approver.

Click the Save button.

Save

17. | Click the Vertical scrollbar to move up the page.

18. | Click the Submit button.

19. | NOTE: The first approver will have a status of "Pending" when
the form is submitted. If the form is saved and not submitted the
status will show as "Not Routed".

20. | The approval chain displays the individuals who will receive,
review, and either approve or deny the request.

In this example, the request will flow from ADA Field Coordinator
to ADA Officer to Administrative Official.

Favorit M Self Senvice

2 CONNEQT

New Window | Hetp | Personalize Page | i)

ADA Accommaodation Request
Subject REBECCA - DG Allegany County - ADAREQ
Review/Edit Approvers

ADA Accommodation Request: 93:Pending [F]Stert New Patn

Not Routed Not Routed
Sosisy Ay D NecCate (e K Boste, Ay O
O Bt B @ BRI By e NG0B

oK

Step ‘ Action

21. | Click the OK button.
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Favortes ¥ MainMenu SeffService ¥ 5 Personal Information ™ 5 ADA Accommodation Request Sign out

<~ CONNECT

Form || instructions || Attachments

New Window | Help | Personaiize Page | i~

SeqNor 53 ADA Accommodation Request

*subject

Status Pending £ Rpprover Status ‘Gancel Approval

Information to be completed by Employee or Applicant
*Employee ID 0000032355,
“Name [MILLER REBECCA L
Position 001121
“Address 123 Figh Street
*City/State [Annapos, MD
“Zip Code 12385

i

Work Location [DC/Allsgany Admin C Q
Work Telephone 4104542184
“Request Date 06262015_|5)

I require 3 ramp my
wheelhair.

5 2 spacic s posile. H nasded use e Mors nformation il
For Office Use Only

Accommodation Type

P

Action Suggested

[(http://hrtest. mdcourts. gov:11850/ psp/HCMDEVI2/EMPLOYEE/HRMS/h/tab=DEFAULT |

Step @ Action

22. | Click the Home link.

Favores ~ | Main Menu & Home

+ CONNECT

Personsize Content| Layost 7 Feb
@ Employee self service Links o o | [Employe Expiring Licenses 2 o~ | @ Amnouncements 5

No expiring fcenses i the next 60 days

Trmesneet overtme Asence
i MO Revvest | |54 wy capiation Dotes o o. |+ CONECTOMneTwnns
o - Vewersst
scopwescor | @B oime Jou somence
s e S

ft ) Description EndDste  Daysto EnaDate
000003235 Prabation Period End Date 2015-03-01 [

coen o8 b oy oo
o e e Company Drecory o o-
O o o e ada
ey

which you sre

mary
schediiedic o e Search by Name, dob Tite, Departmen, or Emal
Periepas Hornaon _
®
ADA My Current Traininy
Accormmodation (‘g Prefie Summary My Org Chart Advanced Search
(& e F. Sl [ Viewa
AoA comsiancies sivenry of
hammmosaion g Jour vainng
Reauest Coompiznments Hormaton

in your curent
profie

$) e S,
= e
e

vanable, and sock Gocuments or

[(http://hrtest.mdcourts,gov:11850/ psp/HCMDEV92/EMPLOYEE/HRMS/Zcmd=logout |

23. | Click the Sign out link.

24. | You have completed the details for an ADA Accommodation,
submit the request, and view the approval status.
End of Procedure.
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Managing Personal Profile Information

Profiles are used by the Judiciary to describe the attributes of jobs and individuals. These
profiles summarize the competencies, qualifications, and skills of a job and a person. Profiles are
valuable for tracking employees' skills, competencies, and accomplishments, in career planning,
for identifying training needs, and for performance management.

CONNECT provides employees and managers with two profile types:

¢ Person profiles - Person profiles describe your skills, competencies, accomplishments and
performance.

¢ Job profiles - Job profiles describe the competencies, qualifications, and responsibilities of a
job.

As an employee, you can create, view, and update your personal profile. You can also compare
your profile to the job you have or jobs you are interested in.

[2.1.2.1 Track Skills, Competencies and Accomplishments

Instructor

Employee.

Manager

Human Resource

Updating My Personal Profile

Updating my personal profile with competencies, qualifications, and education.
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Favorites ¥ Main Menu ¥ Self Service Leaming and Development ~ My Current Profile

TRAINING GUIDE
CONNECT Employee Self Service

+ CONNECT

My Current Person Profile

J ANTHONY KILGALLON

selecting the item description link. Content that can be updated includes an Edit and Delete button next to each item.

6 Print 1S] Comments Profile Actions | [Select Action]

Competencies Responsibilities Qualifications Education

Add new competencies in the grid below. Edit competencies by selecting the edit button.
Competencies (Requires Approval)

There are currently no Competencies for this profile. Please add one if required

Add New Competencies

Save

3 Judiciary Clerk 1l
Instructions
our profile displays skills, p 1cies, and accomplishments. Review content detail by navigating through the individual tabs and

= ®

Procedure

In this topic, you will add competencies, qualifications, and education to your personal profile.

.( Do

CONNECT

Password

Selecta Language

English

B Enzble Accessibility Mode

Set Trace Flags

Step  Action Notes

1. Click in the User ID field.

2. Enter "anthony.kilgallon" into the User ID field.

3. Click in the Password field.
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Step | Action [\ [o] {=1

4, Enter "welcomel" into the Password field.

CONNECTed

TR A IKIG LIER N

5. Click the Sign In button.

Favortes ¥ | hiain beny # Home | sign out
+» CONNECT
ke
Personalie Corfent | Layout 7 Hel
(@ Employee Self Service Links © (o | Employee Expiring Licenses 2 (o~ | [@ Announcements o lev
3 No exping ficenses inthe next 60 days:
o, Tmesheet Overtime = P
(ﬂ [5#* my Expiration Dates S ov o Curent Annuncements.
/ D Desorption EndDse  DaystoEndDate
A
A\ Alerts S (o~
9 Company Directory < ov
P — ade
Search by Name, Job Tie, Department, or Email
®
##1 My Org Crart Advanced Search
wo0% -

Step | Action [\ [o] {1

6. Click the Main Menu button.

7. Click the Self Service menu.

I Self Senice r

8. | Click the Learning and Development menu.

1 Leaming and Development L

9. Click the My Current Profile menu.

[E] My Cument Profile

10. | Building your profile in CONNECT enables you to identify all the
jobs within the Judiciary that are related to your profile.

You can add competencies, qualifications, and education to your
personal profile.
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Favorites ¥ Main Menu ¥ SeffSenvice ™ > Leaming and Development ¥ > My Current Profie #& Home  Sign out

- CONNECT

My Current Person Profile
ANTHONY KILGALLON

New Window | Help | Personalize Page | i)

competencies, By ndividual abs and
itom.

@ pint © comments Profile Actions [Seiect Acior] = ®

Competencies || Responsibilties | Quaiiications || Education

add below. the edit buton.
Competencies (Requires Approval)

tis profle. ifrequired

®o0%

Step @ Action

11. | Begin by adding a competency to your profile.

Click the Add New Competencies link.

Add New Competencies

A& Home  Sign out

My Current Person Profile

Add New Competencies finciow | Help | Personalize Page | £
My Current Person Profile | ANTHONY KILGALLON

=] Add tem detsiks. Select OK to apply changes and return. Select Refum to Previous Page to retum without making any changes. Select Apply and Add
Anotherto continue adding additional tems

Detalls
*Effective Date 07292015 ol
“Competency a
Vour profle displays skils, competencies, o .
selecting the item deseription link. Content Evaluation Type =
Reviewer ID a
S pint ® comments *StatusActive =

“Rafing Model [PSCM 1 Competency Mansgement Scale

[ Competencies | Resporsioiies | of

Add new competencies in the grid below.

*Proficiency

[ E

Verified By

~ Competencies (Requires Appro Ierest Level

There are curently no Competencies for Empin a
Year Last Used

i e Caléneid

[CIReviewer Is Approved
Save -

Year Acquired

Years Of Experience!
[CIReview Active

Review Date Gl

®o0% v

Step  Action Notes

12. | Click the Look up Competency button.
13. | Click the Time Management link.
| Time Management |

14. | Click the Evaluation Type drop-down list.

| =]
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Step | Action Notes

15. | Click the Supervisor/Manager list item.

|

16. | Click the Proficiency drop-down list.

=]

17. | Click the Exceeds Standards list item.
Exceeds Standards

18. | Click the Vertical Scrollbar to navigate down the page.

19. | Click the OK button.

H
e

Leaming and Development ~ > My Current Profie

#& Home  Sign out

My Current Person Profile
ANTHONY KILGALLON

competencies. i By individual abs and
[ item

& rint. © comments Profile Actions [[Seiect Action] E®

Competencies || Responsibities | Quafications || Education

the ord below. the edit buton.

ncies (Requires Approval) Vewal| B Fist @ 1or1 ® Last
EvauatonType Reviever D Prosciency Bt Dette

SupenisorManager Exceeds Standards 2 0

A8 New Competencies

Save

New Window | Hetp | Personalize Page | i)

®o0% v

Step | Action

20. | Click the Save button.

Save

Page 42



CONNECTed

TRAMIKIG LIEAM

Main Menu Leaming and My Current Profie.

My Current Person Profile

TRAINING GUIDE

CONNECT Employee Self Service

# Home

Sign out

New Window | Help | Personaiize Page | i)

ANTHO]

My Current Person Profile

Summary Of Changes

Competency
Time Management

Add New Competencies

[

‘Submit Cancel

w insirctions | s page shows  sumna yotan youmade Aoy
= iy
ecing the e Geseion
Changed Competencies (Requires Approval) Personaize | Fid |View 8 | 80| B Fist © 1071 @ Last
B rint ®conments | osposivon Competency © CuosionType  ReveverD Proiency
e Time Management 012 supentsorManager Excecds Sndars
Addnew competnciesn g
= o] commenss
(Reqy 1 el

®o0%

Step @ Action [\ [o] {1

21. | Click the Submit button.

22. | Notice the message indicating the competency has been

submitted for approval.

Favortes *  MainMenu Seff Service ¥ > Leaming and Development ¥ > My Current Profle

- CONNECT

Submit Confirmation

& brofie tems have been roted o the spprover orreiew.

P
Approval Routing

Approval by Manager
Person Profile:Pending

Approval by Manager
Pending

@ Green Comnie
JPAI by Positon Vg

oK

# Home  Signout

New Window | Hetp | Personaize Page | [

woow v

Step  Action Notes

23. | Click the OK button.

24. | Click the 1 item(s) pending approval link.

| 1 item{2) pending approval |

25. | Notice the competency "Time Management" is pending manager

approval.
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Main Menu

CONNECT ‘

Sign out
New Window | Help | Personalize Page | &
My Current Person Profile
ANTHONY KILGALLON
Person Profile Approvals
Help
it Pending Items
Profile 600153 ANTHONY KILGALLON
Profile Type PERSON Person
eint © com
“This page shows & summry of the pending items for your profil. Pending tems cannot be
edited
 Approvals Changed Competencies (Requires Approval) e | Find [View 1| @3] BB Fist & 1001 ® Last
sz} pend
© Disposion © Competency Evalustion Type Proficiency
Competencies
Add w12 Time Management ‘SupervisoriManager Exceeds Standards
Add new sompetend
 Competenci
There are cUTentl - et o previous Pace
Add New Comy
save
Ho0% -

Click the Return to Previous Page link.
| Return to Previous Page |

27.

The Judiciary will not be using Responsibilities as part of your
profile.

A& Home  Sign out

My Current Person Profile

New Window | Help | Personaiize Page | i
ANTHONY KILGALLON

o | oo

Instructions
our profle displays skils, competencies By individual abs and
link.C: D: item.

selecting the

@ rint © commenss Profile Actions [[Select Action] F®
Approvals
© W ieimis] pending pprovat

Competencies || Responsibiies | Qualications

Add the grid below.

Competencies (Requires Approval)

the edit buton.

s profe. ifrequired

Add New Competencies

sae

®oo% v

Step | Action Notes
28. | Click the Qualifications tab.

29. | Click the Vertical scrollbar to move down the page.
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Step @ Action

TRAINING GUIDE
CONNECT Employee Self Service

30.

Click the Add New Licenses and Certifications link.

Add Mew Licenses and Certifications

# Home  Signout

Compstencies [ Resporshimies, Add New Licenses and Certifications
Add new awards in the orid below. Editawg  ANTHONY KILGALLON

~ Honors and Awards.

Anctherto continue adding additional tems.

Add New Honors and Awards. Detats
“Issue Date [0826/2015 Gl
Add new languages in the grid below. Ecit | N
~ Language Skills -
There arecurenty o Language i o SiatusAci El
Country &
Add New Language Skils s N

= Selcct OK to apply changes and etum. Select Refum {0 Previous Page [0 fetum without making any changes. Selest Apply and Add

~ Lice d Certifications (Req}
urently no Licenses and Cer

Add New Licenses and Certifications

Add new memberships in the grid below_ E4
~ Memberships (Requires Approv:

There are currently no Memberships for

Add New Memberships.

Add new test results in the grid below. Edit
 Tests or Examinations (Requires

Renewal Required
[ClRenewal in Progress
[CLicense Verified

Expiration Date c

License/Certification Number

Issued By

oK ‘Apply and Add Ancther

Return to Previous Page

There are currently no Tests or Examinati

Add New Tests or Examinations.

.

s

0% v

Step @ Action Notes

31.

Click in the License field.

32.

Enter "cla" into the License field.

33.

Click in the Country field.

I |

34.

Enter "usa" into the Country field.

35.

Click in the State field.

36.

Enter "md" into the State field.

37.

Click the License Verified checkbox.

38.

Click in the Expiration Date field.

39.

Enter "12/31/2017" into the Expiration Date field.

40.

Click the OK button.
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Favortes ¥ Main Menu SeffSenvice ¥ 5 Leaming and Development ¥ > My Current Profle

- CONNECT

CONNECTed

TR AR WG

#& Home  Sign out

Competencies | Responsbilties || Qualifications || Education

Add new awards inthe orid below. Edit awards by selecfing the edit button.
Honors and Awards

There are currently no Honors and Awards for this profiie. Plesse 3d one If required.

Add New Honors and Awards

Add the grid bek bution
Language Skills

for this profe. required

499 New Language Skils

Add new lizenses in the gid below. Edi censes by selecting the edit button.

Add New Licenses and Certifications

Add below. Edi i bution

Wemberships (Requires Approval)
There are curently no Memberstips or (s profie. Piease sdd one if required
A New Memberships

Add new test resuls in the grid below. Edit ests by selecting the edit button.
Tests or Examinations (Requires Approval)

Tests or his profi.

Add New Tests or Examinations

Licenses and Certifications (Requires viewl | &) First ) 101 @

Approval) Lest
Eit Dot
2 a

Action

41.

Click the Education tab.

42.

Click the Add New Degrees link.
Add Mew Degrees

Leaming and

My Current Person Profile

urtent Profie

# Home  Sign out

Add New Degrees
My Current Person Profile | ANTHONY KILGALLON
Add tem deais. Select OK to apply changes and refur. Select Retum to Previous Page f fetur without making any changes. Select Apply and Add
Judiiery Clerk Another to continue adding addtional ftems.
Details
*Date Acquired 0772572015 ]
 Instructions “Degree o
‘Vaur profie displays sKils, competencies, stor Code o
selecting the tem description ink Content g A
“Status [Acive 5]
®
@ rint © conmens oy a
state, .
¥ Approvals h
@ 1 s mis) peming soorval School Code Y
School Description
[Conpeiencies || Responsiiies |
Major Description
Add new school education i the arid below Minor Code! &
 School Education Minor Description
There are cumenty no School Educalion { Average Grade
cPa
‘Add New School Education
[ Graduated
Add new degrees inthe grid below. Edit def
 Degrees (Requires Approval) vearheaured
— [E]Terminal Degree for Discipiine
Bachelor of Science - Law Educator «
GG W DEEEy
save A

ndow | Help | Persanaiize Page | il

43.

Click in the Date Acquired field.
07/28/2015 |

44,

Enter "07/29/2014" into the Date Acquired field.

45.

Click the Look up Degree button.
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Step Actio otes

46.

Click the Master of Business Admin link.
| Master of Business Admin |

47.

Click the OK button.

Favortes * M Self 5

+» CONNECT

My Current Person Profile
ANTHONY KILGALLON

Judiciary Clerkc Il

Instructions

our competencies, By ndividual abs and
selocting tink itom.

& pint. © comments Profile Actions [Seiect Acior] = ®
Approvals
© 1.temts) pending aporoval

Competencies | Responsibiliies || Quaifications || Education

Add new school education in the grid below. Edit education by selesting the edit button.

School Education

s profle. required.

Add New School Education
Add new degrees in the grid below. Edit degrees by selecting the edit button.

Degrees (Requires Approval) ViewaAl| @ First (4 12012 * Last

Degree Major Code Edit Delete
Bachelor of Science - Law /s o
iasier of Business Admin ¢/ o

Add New Degress:

sae

New Window | Help | Personaiize Page | i =

I

Step @ Action
48.

Click the Save button.

Save

# Home

CONNECT

My Current Person Profile

ANTHONY KILGALLON

"""""""""""" My Gurrent Person Profile
j uciciary Clerk I
Help

Summary Of Changes

 Instructions
“Vour profie displays skils, competencies, and sccompli

Any Changes
these changes.

summary of all

Submit butfon to

Changed Degrees (Requires Approval) Personize | Find |Viewan | | B Fist @ 1011 0 Last

& pint © comments

Disposition Degree 0 Major Code.
~ Approvals 4cd Master of Business Admin MBA
BN el
Comments
[ Competencies | Responsibiities || Quaificatons | @
Add new school educalion i the grid below. Edit edu
 Sehool Education
There are cumently no School Education forthis profll | it ]
Add New School Education
Add new degrees in the grid below. Edit degrees by s
 Degrees (Requires Approval)
Degree Msjor Code Edt Delte
Bachelor of Science - Law /2 0
Master of Business Admin / 0

Add Now Degress.

Save

NewWindow | Help | Personaize Page | & - |
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Step | Action
49.

Click the Submit button.

CONN

ECTe

TR A IKIG LIER N

d

Seff Service ¥ > Leaming and Development ¥ > My Current Profle

Submit Confirmation

& brofie tems have been roted o the spprover orreiew.

P
Approval Routing

Approval by Manager
Person Profile:Pending
Approval by Manager
Pending

# Home

Sign out

New Window | Hetp | Personaize Page | [

woow v

Step | Action
50. | Click the OK button.

Notes

51. | Click the 2 item(s) pending approval link.

| 2 item{2) pending approval |

52. | Notice the degree "MBA" has been added to the items pending

manager approval.

CONNECT

# Home  Sign out

‘New Window | Help | Personalize Page | i
My Current Person Profile
Al Person Profile Approvals
J Help
Pending ltems
- Profile 600153 ANTHONY KILGALLON
Your profie displays Profile Type PERSON Person
selecting the tem def
“This page shows s summary of the:pending items for your profl. Pending ftems cannot be:
edited
®
et © com Changed Competencies (Requires Approval) Personaize | Fin [viewal| B B Fist & 101 @ Lest
Dispositon D Competency Evaluston Type D Proficiency
 Approvals
2 iemis) pend
o Add w2 Time Management ‘SupervisorManager Exceeds Standards
[Conpeiencies [ |
‘Add new school ed Changed Degrees (Requires Approval) Personaiize | Find | View Al | ] B Fit & 10f1 ® st
¥ Sehool Edue]  Disposiion © Degree Major Coce
There arecuent] gq M Master of Business Admin
Add New Sch
 Degrees (Req
Degree ™
Bachelor of Science - Law 4 0
Add New Degress:
Save
Q0% -
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Action

53. | Click the Return to Previous Page link.
| Retumn to Previous Page |

54. | If desired, you can print or save a PDF copy of your profile by
clicking the print link.

Favortes *  Main Menu Seff Service ¥ > Leaming and Development ¥ > My Current Profile Sign out

> CONNECT

New Window | Help | Personaiize Page | i
My Current Person Profile
ANTHONY KILGALLON

@ | oo

Instructions

Your profle displays SIS, competencies. By ingiidUal tabs and

selecting the link: Content that can o o each tem

& rint. © Gomments Profile Actions [[Seiect Action] F ®
Approvals

[} Tor ]
Gompetncies | Responsbiies || Quaifeations | Education

Add new school education i the arid below. Edit education by selecting the edit buton.
School Education

s profle. required

Add New School Education

Add new degrees in the gid below. Edit degrees by selecing the edit button.

Degrees (Requires Approval) viewal | First @ qof1 & Last
Degree Msjor Coce cat Deite
Bachelor of Science - Law s 0

Add New Degrees.

save

Step @ Action

55. | Click the Home link.

Favors ~ | Main Menu ~ # Home

< CONNECT

@ Employee Self Service Links C (ov | [Employee Expiring Licenses S ‘o~ | |@ Announcements S o~

Personaiize Content | Layout 7 tep

No expiring lzenses in the next 60 days

Timesheet Web Clock Overtime - [ .
ff:“,:sﬁ“;;"‘fn, 8 st (@ Requests | |[S# My Expiration Dates s v © Cument Announcements.
2 ey, weak or e ek )— @ you overimme
B mms OOz

ime perod

©_|Description EndDse  DaystoEndDete
Absence 1 o @ neiew /1N Alerts s o
Request Careerssiteto A Calendar e -
Sedi s s H Vo 2 Company Diectoy S ov
sosance requess enege v ienier=t || Youhave o Alers gt now. ]
aiichyou are Search by Name, Job Tie, Department, or Email
Senadtedio _
Parispate. ®
DA Wy Current Current ##1 My Org Crart Advanced Search
Accommodation [ — W) Profiic Documents
Request &= torece Upiste o
Py compatmnces view yox
Aoorerodation nd saromanse
Reat Secampismenss Gocaments
myaurcoma by
e et
Pt
Training o Personl
Summary Compensation Infomation
v () ey " (87=] Sy
Yoo s Feven Reneua
ot Campansation Sumemary of
ey T
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Step ‘ Action Notes

56. | Click the Sign out link.
Sign out

57. | You have completed the topic "Updating My Personal Profile".
End of Procedure.

Adding Financial Disclosure to My Profile

Based on your income level, you might be required by the state to submit a financial disclosure.
The process to complete the financial disclosure is not changing. However, once you have
completed it, you will add the financial disclosure as a certification to your personal profile.

My Current Person Profile
Help
Add New Licenses and Certifications

ELIZABETH WILLIAMS

Add item details. Select OK to apply changes and return. Select Return to Previous Page to return without making any changes. Select Apply and Add
Another to continue adding additional items.

Details
~Issue Date 08/27/2015 E1]
*License FD @ Financial Disclosure
*Status [Active
Country USA R united states
State MD @ Maryiand
Renewal Required
[CRenewal In Progress
[ icense Verified
Expiration Date 01/01/2017 E]
License/Certification Number 0123456759
Issued By AQC|
oK Apply and Add Another

Return to Previous Page

Procedure

In this topic, you will add a Financial Disclosure to your personal profile.
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o ®
(CONNEQT

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

Enter "elizabeth.williams" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | MainMenu v

& CONNECT
Morylandudiciary Persanalize Content | Layout ?)

G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days

# Home | Sigr|

Timesheet Overtime

"oty /@, Roauests ' Wy Expiraton Dates e « CONNECT Oniine Training

and task defaiks for View or add your

adayweek or (DD overime

time perod requests. ID Description  EndDate  Days to End Date

Careers Interview on_ Personal

Carcerssictoview NI A Calendar Information

jobs and manage View interviews E Summary E]%ﬂ) Company Directory c

your spplcsiors. of applicants in Review s
whehyouse  summa ry of
stheduisd to your personal ‘Search by Name, Job Title, Department, or Email
partiipat. information

My Current Training

ADA

Accommodation [ g M) Profile Summary My Org Chart Advanced Search
(/ Request &= viarnage sias. Viewa

o competences summary of

ADA
‘Accommodation your raining
Request information.

Compensation
: E

nd
sccompishments
in your current
profie.

Curent
[

)

Step Action

6. Click the Main Menu button.

Main Menu ~
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Step | Action [\ [o] {=1

7. Click the Self Service menu.
L1 Self Service L

8. Click the Learning and Development menu.

Leamning and Development »

9. Click the My Current Profile menu.
|j Wy Current Profile

Favorites ¥ Main Menu ~ SelfService ¥ >  Leaming and Development ¥ > My Gurrent Profie A& Home | Sign out

3 CONNECT

New Window | Help | Personalize Page | B
My Current Person Profile
ELIZABETH WILLIAMS

Judiciary Cleri Il
Instructions

Your profile displays skills, competencies, and accomplishments. Review content defail by navigafing through the individual tabs and
selecting the item description link Content that can be updated includes an Edit and Delete bution next to each item

rant @ comments Profile Actions [Select Action] = ®

C it Education
‘Add new competencies in the grid below. Edit competencies by selecting the edit button.
Competencies (Requires Approval)
There are currently no Competencies for this profile. Please add one frequired.
Add New Competencies

Save

Step | Action Notes

10. | Click the Qualifications tab.
| Qualifications |

11. | Click the Vertical scrollbar to move down the page.

12. | Click the Add New Licenses and Certifications link.
|H|:Id Mew Licenses and Cerfifications |

13. | After completing your financial disclosure, enter the following
information into the license/certification fields:

e License

e Country

e State

e Expiration Date

¢ Financial Disclosure Number

¢ Issued by
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My Current Person Profile Home Sign out
Help

Add New Licenses and Certifications

wards
There are curentlyno Hond ELIZABETH WILLIAMS

Add item details. Select OK to apply changes and return. Select Return to Previous Page 1o fetum without making any changes. Select Apply and Add

Add New Honors and AWS  nother to continue adding adcitional items.

‘Add new languages inthe grid  Details
 Language Skills “Issue Date [08/27/2015 (]
There are currently no Lan License Q

*Status [Active =
Add New Language Skl

Add new licenses in the grid Country Q
~ Licenses and Cert State Q
There are currentiy no Licer Renewal Required

[CIRenewal In Progress
G W e 888 e T

DlLicense Verified

Add new memberships in the Expiration Date )
¥ Memberships (Requi

License/Certification Number
There are currently no Mer

Issued By
Add New Memberships.
Add new test results in the gr{
+ Tests or Examination oK Apply and Add Another

There are currentiy o Tes
Return to Previous Page

[#] Add New Tests or Exami

Action

14. | Click in the License field.

15. | Enter "fd" into the License field.

16. | Click in the Country field.

17. | Enter "usa" into the Country field.

& Home | Sign out

My Current Person Profile

Add New Licenses and Certifications

ELIZABETH WILLIAMS
Add item details. Select OK to apply changes and retur. Select Retur to Previous Page to retur without making any changes. Select Apply and Add
‘Another to continue adding additonal tems
Details
“Issue Date 0872712015 c]
There are currently no Lany
“License D Q Financial Disclosure
‘Add New Language Skils status [Actve =
Add new licenses in the grid Country [USA QA ynitea states
~ Licenses and Corti state SQ—
There are currently o Lice Renewal Required
Ore 1 in P
Add New Licenses and C enewalln Progress
[License Verified
Add new memberships in thel
- . Expiration Date 0812772016]
+ Memberships (Requi P | B
e e License/Certification Number
Add New Memberships Issued By
Add new test resuts n the grf
~ Tests or Examination| R R
There are currently no Tet
Return fo Previous Page
[ Add New Tests or Exami

Step @ Action

18. | Click in the State field.
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[

My Current Person Profile

CONN

& Home | Signout

There are currentiy no Hong

Add New Honors and Aw

Add new languages in the ari

 Language Skills

Add new licenses in the grid
+ Licenses and Certifi

There are curentiy no Licer

Add New Licenses and C

‘Add new memberships in the|
~ Memberships (Requi

There are currently no Mer

1 Add New Licenses and Certifications

ELIZABETH WILLIAMS

‘Add item details. Select OK to apply changes and return. Select Return to Previous Page to fetum without making any changes. Select Apply and Add

Another to continue adding additional items

Details

Country [USA

state

“Issue Date [08/27/2015 (5]
There are currently no Lany
*License FD ‘Q  Financial Disclosure
Add New Language Skl *Status [Actve =

Q' United States
Q- Marylang

Renewal Required

[CRenewal In Progress

[License Verified

Expiration Date 08/27/2016|

License/Certification Number

ECTe

TR A IKIG LIER N

d

Add New Memberships. Issued By
Add newtest resuts in the gr{

~ Tests or Examinatior| oh Apply and Add Ancther

There are currentiy o Tes

Retum to Previous Page
[#] Add New Tests or Exami

Step | Action [\ [o] {1

19. | Enter "md" into the State field.

20. | Click in the Expiration Date field.
[08/27/2018] |

21. | Press [Backspace] to clear the field.

22. | Enter "01/01/2017" into the Expiration Date field.

23. | Click in the License/Certification Number field.

24. | Enter "0123456789" into the License/Certification Number field.
25. | Click in the Issued By field.

26. | Enter "AOC" into the Issued By field.
27. | Click the OK button.

Page 54



T
QON N ECTEd— CONNECT Employee Self Service

TRAMIKIG

Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Onors and Awards.

Leaming and Development ¥ My Current Profile

There are curently no Honors and Awards for this profile.  Please add one if required.

\dd New Honors and Awards

Add new languages in the grid below. E¢

languages by selecting the edit button.
Language Skills

There are currently no Language Skill for this profile. Please add one if required.

\dd New Language Skills

Add new licenses in the grid below. Edit licenses by selecting the edit bution.

Licenses and Certifications (Requires Viewal | Fist @ 1011 &
Approval) Last
License Edt  Delete
Financial Bistiosurd 4 o

\dd New Licenses and Certifications

Add e

e grid below. by selecting the edit bution.
Memberships (Requires Approval)

‘There are curenty no Memberships for this profie. Please add one if required

\dd New Memberships

‘Add new test results in the grid below. Edit tests by selecting the edit button.
Tests or Examinations (Requires Approval)

There are currently no Tests or Examinations for this profile. Please add one if required.

\dd New Tests or Examinations

Save

TRAINING GUIDE

# Home | Sign out

Action

28.

Click the Save button.

Save

Leaming and Development My Current Profile

There are currently no Honors and Awards for this profile. Please add one if required,

My Current Person Profile

Add New Honors and Awards

Add new languages in the grid below. Edit

¥ Language Skills Summary Of Changes
‘There are cumrently no Language SIS foff 1 page snows a summary of all the changes that you made that require approval. Any Changes not requiring approval
have been successfully saved. Select the Submit bution to request approval of these chianges.

Add New Language Skills

Changed Licenses and Certifications (Requires Personaiize | Find | View Al | &0 | B First

Add New Memberships

'Add new test results in the grid below. Edit

~ Tests or (Requires!

Add new licenses in the grid below. Editlicef ~ APProval)
 Licenses and Certifications (Reqq Disposition License n
Approval)
Add Financial Disclosure D
License
Financial Disclosure
Comments
Add New Licenses and Certifications il
Add new memberships in the grid below. E
+ Memberships (Requires Approval
“There are currently no Memberships oty | s omt ==

i

1of1

D
Last

Help

There are currentiy no Tests or Examinations for this profile. Please add one if required.

Add New Tests or Examinations

# Home

Sign out

29.

Click the Submit button.

30.

Your financial disclosure information will be reviewed and
approved by your manager.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Leaming and Development ¥ My Current Profile

% CONNECT

Submit Confirmation

& profis tems have been routed to e approver for review.

Items requiring approval will be routed to the approver for review.
Approval Routing

Approval by Manager
Person Profile:Pending
Approval by Manager
Pending

Kiel, Deborah A
©  JPrity Postion Mot

oK

CONN

4 Home | Sign out

New Window | Help | Personalize Page | B

Step | Action

ECTed

TR AR WG

31. | Click the OK button.

32. | Click the Home link.

# Home

Favorites ™ Main Menu ¥

% CONNECT

(5) Employee Self Service Links o ov Employee Expiring Licenses

No expiring licenses in the next 60 days

Timesheet Overtime

Absence
/@ Requests Request
iew or i your 1 View o a0d
[OBOF you shsence
e perod Fequest. requests.
Careers Interview o Personal
Careersstetoview (NI A Calendar Information
your applcaiions. of agplcarts in Review a
which you are

Report your ime. = P
e S 5 My Expiraion Dates
a day, week, o

D Description End Date Days to End Date

summary of
Schedlled to your personal
partiipate. information.
ADA My Current Training
Accommodation &=I Profile Summary
( Request Manage skils, Viewa
ADA competencies, summary of
‘Accommodstion and your training
est sccompiishments information.
in your current
profic.
Compensation Current
History Documents
$ ) Foien Upiteor view
compensation your
hisiory for base, performance
variable, and stock jocuments for
optons. the curent
period.

Personalize Content | Layout 2 Help
Announcements c o~
ﬁg—@ Company Directory S 8v

‘Search by Name, Job Title, Department, or Email

5% My Org Chart

# Home

Sign out

Advanced Search

Action

33. | Click the Sign out link.

Sign out

34,
Profile".
End of Procedure.

You have completed the topic "Adding Financial Disclosure to My
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Comparing My Profile to My Current Job

CONNECT allows you to compare your personal profile to your job profile to identify any
discrepancies that might exist.

Profile Compare

*Wiew Content Section;“

Help
M No Match ¥ Partial Match @ Complete Match < Person Overqualified
Match Result

Search Criteria - Special Police Officer |

PATRICK METTY: 0%
[E=Competencies [E=Competencies
Time Management - [ 154
Proficiency: Exceeds Standards

Return to Previous page

Procedure

In this topic, you will compare your personal profile with your job profile.

CONNECT

User ID

Step Action Notes
1. Click in the User ID field.

2. Enter "patrick.metty" into the User ID field.
3. Click in the Password field.
4, Enter "welcomel" into the Password field.
5. Click the Sign In button.
Sign In
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Favorites ¥ | Main Menu ¥ 4 Home Sign out
+» CONNECT
7
Personaiize Content | Layout 7 Hel
(3) e T & o~ | |Employee Expiring Licenses ¢ ov | @ Announcements S ov
s Licenses and Certificates
Timesneet Overtime Absence
e | @) o gl | I — T No Curent Amnouncemerts
e (B e | ] [T
ssopecer | @ ovime o seeeres
imepares fi ptey Maryland Handgun Qusifcation 093012015
Carcers @ interview o Porsonal Special Poice Offcer cus0ms
Garserssieoview (WNED R Calendar Information =
fobs st manage Viw miervews Summary | - Company Directory s ov
JORg-e e il = —— > ov |08
hicn o we S
friery r prsonsl
e P e Wiy e Seatch by Name, ob T, Depatment or sl
®
DA My Current Trainin
Accormmodation (‘g Prefie Summary 7 my Org Chart Advanced Search
[ &= ionace sas Viewa
AoA compatensies sy o
hamsmmosaion o Jour tainng
Reauest — Hormaton

in your curent
profie

$) e S,
= e

sty for base, performance
vanatle, and = Gocuments or
e sument
per

Step | Action [\ [o] {1

6. Click the Main Menu button.

7. Click the Self Service menu.
O Self Service »

8. Click the Learning and Development menu.

Learning and Development k

9. Click the My Current Profile menu.
| |_| My Current Profile

Main Menu ¥ Seff Senvice ¥ Leaming and Development ¥ > My Current Profle jome  Sign out

2 CONNECT

New Window | Help | Personalize Page | i)

My Current Person Profile
PATRICK METTY.

Special Police Offcer |

_J

nstructions

Your competencies 5 el tabs and

selecing the [ e

B rint © comments Profile Actions [Select Action] =®
Approvals

© 3 itemis) pending approval
¥ 1 item(s) approved (since 02122/2015)

@ 1 itemts) denied (since 0272272015

Competencies || Responsibities | Quaifications || Education

A below. g the edit buton.

Competencies (Requires Approval) View Al |1 First (4 12012 ) Last
Competency Evaluation Type Reviewer 1D Profciency Eat Deite
Decision Making/Prob Salving SupervisorManager Mests Standards ¢ o
Attendence SupenvisarManager Exceeds Standards. 2 0

Add New Competencies

Save
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10. | Click the Profile Actions drop-down list.
[ [Select Action] [=]|
11. | Click the Compare my profile to my current job list item.
[Compare my profile to my cumrent job |
12. | Click the Go button.
)

CONNECT

My Current Person Profile

Profile Compare

¥ ompefencie
= Help
e “View Content section] sy =1
Fnt = Comments W NoMatch ¥ Parial Match - @ Complete Match & Person Overqualiied
Match Result
HoerE PATRICK METTY: 0%
3 itemis) pending approval ECompetencies
/1 item(s) approved (since 02/22/2015) 0%
@ 1 itemis) cenied (since 021222015
Competencies || Responsibities | Quaifcations | Ef
below.
~ Competencies (Requires Approval) A RoR T oy
Compatensy Evaluation Typs Reviewer D Profiiency Edt Deiste
Meets Standards 2 0
Aftendance ‘Supervisor/Manager Exceeds Standard am |
Add New Competencies
sae

# Home

sign out

New Window | Help | Personalize Page |

Step @ Action [\ [o] {=1

13.

Click the View Content Section drop-down list.

<\iew All Sechions= E3

14.

Click the Competencies list item.

[Competencies |

15.

Compare the competencies associated with the Special Police
Officer 1 job (Time Management) to Patrick's competencies.

In this example, there is a 0% match indicating that Patrick's
profile does not match his job profile.

16.

If your personal profile does not match your job profile, you can
copy your job profile in order to build your personal profile.

The steps to do this are explained in the topic titled "Copying My
Current Job Profile".

17.

Click the Return to Previous page link.
Return to Previous page
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Favorites ¥ Main Menu ¥ SeffService ™ > Leaming and Development > My Current Profie #& Home  Sign out

- CONNECT

New Window | Help | Personaize Page | [
My Current Person Profile
PATRICK METTY.

Special Police Offcer |

Instructions

competencies. By ndividual abs and
tink. tom.

selocting

@ pint © comments Profile Actions [Seiect Acion] =

Approvals
© 3 itemis) pending approval
¥ 1 item(s) approved (since 02122/2015)

@ 1 itemts) denied (since 0272272015
Competencies || Resporsibities || Qualiications | Edusation

add below.

g the edit bution.

Comptencies (Requires Approval)

View All | 21

First 4 12012 & Last

Competency
Desision Making/Prob Solving

Attendance
Add New Competencies

Save

Evaluation Type Reviewer D Profisiency

SupenvisorManager

SupenisorManager

Meeis Standards
Exceds Standards

Ecit Delete
2 0
2 0

Step | Action
18. | Click the Home link.

Favores ~ | Main Menu & Home

+ CONNECT

Sign out

Personaiize Gontent | Layout 7 e

Tmeaneet Overtime
remysime | (@) Reavents
v | LB o e
simywskor | DD ovrime
Pl e
Careens _ @ interview
e {2, R
o oo —

Absence
Request
1 Viewor scd
Yo spnce
o Personal
information
(=] smmes
[

Employee Expiring Licenses
Licenses and Certificates

LicenselCertifioste

Expiration Date:

S o || Announcements

No Current Announcements.

Maryland Handgun Qualification oor302015

Special Police Offcer oor302015

[E# my Expiration Dates

\f._;-f Company Directory
B

s o
uhich you e
friery Sl
Feriepas Torrin | [ escrpton s DaystoEnapee Seatch by Name, Job Tile, Depariment, or Email
®
ADA My Current Traininy
Accormmodation (‘g Prefie Summary & My Org Chart Advanced Search
(E\ Foest A= ineoe s Viewa
AoA comsiances svenry of
hamsmmosaion g Jour tainng
Reauest Coompiznments Hormaton
iy st
fore
Compensation Current
History Documents
$) reven Updata or veew
compensatin your
Rty fr e Pertomance
vanani, and sock Conameria o
Pt e et
o

Step | Action

19. | Click the Sign out link.

20. | You have completed the topic "Comparing My Profile to My
Current Job".
End of Procedure.
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Copying My Current Job Profile

Copying your job profile allows you to take all the attributes of your job profile and add them to
your personal profile so your job and personal profiles are in sync. It is important to note that
any competencies added to your profile will need to be approved by your manager before your
profile is finalized.

My Current Person Profile
| PATRICK METTY

J Special Police Officer |
Instructions

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delefe button next to each item.

= [ BYNET Copy From Job Profile
Print =) Comments H

Approvals
(© 3item(s) pending approval
¥ 1 item(s) approved (since 02/2212015)

0 1 item(s) denied (since 02/22/2015

Ci i ibiliti Q ion: Education

‘Add new competencies in the grid below. Edit competencies by selecting the edit button.

Competencies (Requires Approval) View All | First 4/ 1-20f2 &) Last
Competency Evalustion Type Reviewer ID Proficiency Edit Delete
Decision Making/Prob Solving Supervisor/Manager Meets Standards 74 ﬁl
Attendance SupervisorManager Excesds Standards |

Procedure

In this topic, you will copy your job profile to your personal profile.

.( ).

CONNECT

Password

Selecta Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "patrick.metty" into the User ID field.
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ECTe
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Step | Action [\ [o] {=1

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

Favorites ¥ | Main Menu v

< CONNECT

6) Employee Self Service Links S ov

Employee Expiring Licenses

Licenses and Certificates

Timesheet overtme absence
Ripomaime (B Rowens Rouest ||| Loensecortat
T @ Qo o st
time period. requests. requests. Maryland Handgun Qualification

Careers Interview o Personal Special Polce Offcer
Care: vew (I Information
obs s Summary
p - 2wy | [ uay Expraion Dates
mmmmm oy of
sehedied o Jou personsl
patiipete. Woreeton | [10_Desoripion _ Ena Date
ADA My Current Training
Accommodation &=I Profile Summary
Request Manage skls Views
ADA compeientes sy of
Acconmodstion Jou aiing
aucst information

sccompishments
in your current
profie.

Compensation
History
i

Current
Documents
s w

Expiration Date

091302015

0913012015

s ov

Days to End Date

Announcements

No Current Announcements.

ﬂ%ﬁ Company Directory

Search by Name, Job Titie, Department, or Email

5% My Org Chart

®

Advanced Search

Personalize Content | Layo

Step | Action Notes

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.

Self Service k

8. Click the Learning and Development menu.
Leaming and Development »

9. Click the My Current Profile menu.
My Current Profile
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Favortes ¥ | MainMenu v Self Senvice ¥ Leaming and Development ¥ My Current Profie 4 Home | Sign out

By
&

New Window | Help | Personalize Page | & ~|
My Current Person Profile
PATRICK METTY

» Special Police Officer |
Instructions

Your profile dispiays skills, competencies, and accomplishments. Review content detail by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delete bution nextto each item

Serint © comments Profile Actions [[Select Action] = ®
Approvals

© 3 item(s) pending approval
' 1item(s) approved (since 02/2212015)

I

@ 1itemis) denied (since 0212212015

Co i iificaf Education
Add new competencies in the grid below. Ecit competencies by selecting the edit button.

Competencies (Requires Approval) Firt @ 12012 @ Last

Competency Evalustion Type Reviewer D Edt Delete
Decision Making/Prob Solving SupervisorManager Meets Standards VAl
Attendance Supervisor/Manager Exceeds Standards 40 |

[#] Add New Competencies

Save

Step @ Action [\ [o] {1

10. | Click the Profile Actions drop-down list.
|1Select Action] |

11. | Click the Copy From Job Profile list item.
[Copy From Job Profile |

12. | Click the Go button.
13. | Click the OK button.

14. | The competency "Time Management" was copied from your job
profile and added to your current profile.

15. | Click the Edit button for Time Management.

&
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[

ming and Development My Current Prof

A& Home | Signout
My Current Person Profile

Update Competencies ersonaize Page | B «|
My Current Person| paTRICK METTY
= P/ K
; s Update item details, then select OK to apply changes and return. Select Returm to Previous Page to return without any changes.
pecial Polif
Details
*Effective Date [08/26/2015 2]
“Competency 0012 Q Time Management
~ Instructions
Vour profis Geplays SHIE o Evaluation Type SupervisoriManager =
selecting the item descripton | Reviewer ID Q
_ *Status [Active =
et © comments
*Rating Model AOCR Q. overal Performance Eval Ratin
~ Approvals *Proficiency = I
9 _— Verified By =
1 item(s) approved (sir} Interest Level =
@ 1itemis) denied (since] EmpliD Q
Year Last Used
Competencies || Respon
[CIReviewer Is Approved
Add new competencies in thef Vear Acquired
+ Competencies (Requ
Years Of Experience
Competency
Time Management [CIReview Active
Decision Making/Prob Solving Review Date B
Attendance Description & 3 U
Add New Competencies

Step | Action

16. | Click the Proficiency drop-down list.

]

17. | Click the Meets Standards list item.
[Mests Standards |

18. | Click the Vertical scrollbar to move down the page.

19. | Click the OK button.
OK

Favorites ¥ | MainMenu v ‘Self Set Leaming and Development v My Current Profie 4 Home | Sign out

% CONNECT

My Current Person Profile
PATRICK METTY
J Special Police Officer |

4

Instrugtions
Your profile displays skils, competencies, and accomplishments. Review content defail by navigating through the individual tabs and
selecting the item description link. Gontent that can be updated includes an Edit and Delele bution next to each item

et @ comments Profile Actions [Select Action] E®

Approvals
© 3 itemis) pending approval
1 item(s) approved (since 02/2212015)

@ 1 itemis) denied (since 0212212015

= i Educaton

Add new competencies in the grid below. Ecit competencies by selecting the edit button.

Competencies (Requires Approval) viewAl| & Fist (& 13013 @ Last
Competency Evaluation Type Reviewer ID Proficiency Edit Deete
Time Management SupervisorManager Meets Standards
Decision Making/Prob Soving ‘Supervisor/anager Meets Standards 4 |
Attendance SupenvisorManager Exceeds Standards AN

Add New Competencies

Save

Step | Action

20. | Click the Save button.
Save
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Favorites Main Menu st e

Leaming and Development My Current Profile

< CONNECT

TRAINING GUIDE
CONNECT Employee Self Service

A tome | signout

My Current Person Profile

My Current Person Profile

j Summary Of Changes

This page shows a summary of all the changes that you made that require approval. Any Changes not requiring approval
> Instructiony e heen successfully saved. Select the Submit button to request approval of these changes.

Your profie dis
lecting the ite]
e Changed Competencies (Requires Approval)

S @ Diswosition Competency D Evaluation Type: Reviewer ID

Add Time Management 0012 Supervisor/Manager
~ Approva

3item(s)
¥ Aitem(s)| comments

@ 1itemis

Competencid

Addnewcomg| [_Suemit Cancel

Time Managen]

Decision

Personalize | Find | View Al | 21| B First (@) 1011 @ Last

-

Proficiency

Meets Standards

i

Attendance SupervisorManager Excesds Standards am. |
Add New Competencies

Step @ Action

21.

Click the Submit button.

Favorites ¥ | MainMenu ~ Self Service ¥ Leaming and Development ¥ My Current Profile

A tome | Sign out

% CONNECT

Submit Confirmation

& brofils tems have been routed o the approver for review.

Items requiring approval wil be routed o the approver for review.
Approval Routing

Approval by Manager
Person Profile:Pending
Approval by Manager
Pending

Bosley, Amy D
© Py Postion Mot

oK

New Window | Help | Personalize 1
p—y

Step @ Action [\ [o] {=1

22.

Click the OK button.

23.

Notice the competency "Time Management" is no longer

displayed in the Competencies section. It has been submitted for

approval.
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Action

24. | Click the 4 item(s) pending approval link.
| 4 item(s) pending approval |

25. | Here you can see that "Time Management" is displayed in the
pending items for your profile.

If approved by your manager, Time Management will be
dispalyed as a competency on your profile.

Main Menu ice Learning and Development My Current Profile A Home Sign out
Person Profile Approvals =
Help
My
Pending Items
E Profile 600955 PATRICK METTY
Profile Type PERSON Person
—
‘This page shows a summary of the pending items for your profile. Pending items cannot be
~ Ins} edited.
T Changed Competencies (Requires Approval) Personaize | Find |Viewal | 2| B Fist 4 14014 @ Last
Disposition D Competency Evaluation Type Reviower ID Proficiency
(=1
/Add 0005 Performance Supervisor/Manager Exceeds Standards
v A =
®H crange ATTEND  Attendance SupenvisorManager Mests Standards
v
/Add 12000 Goal Setting and Planning Supervisor/Manager Exceeds Standards
Comj
/Add 0012 Time Management Supervisor/Manager Meets Standards
Addn
~dq
Compq Retum to Previous Page
Decisif
Altenc
Add New Competencies

Step @ Action

26. | Click the Return to Previous Page link.
[ Return to Previous Page |

Favorites ¥ | MainMenu v ervice ¥ > Leaming and Development ¥ My Current Profie 4 Home | Sign out

% CONNECT

New Window | Help | Personaiize Page | i3 |+

My Current Person Profile
PATRICK METTY

Special Police Officer |
Instructions

Your profile displays skills, competencies, and accomplishments. Review content defail by navigafing through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delete bution next to each item

rant @ comments Profile Actions [Select Action] = ®

Approvals
(® &item(s) pending approvak

1 itemi(s) approved (since 0212212015)

i

@ 1itemis) denied (since 0212212015

= i Educaton

Add new competencies in the grid below. Edit competencies by selecting the edit button.

Competencies (Requires Approval) ViewAll &1 Fist (4 12012 O Last
Competency Evalustion Type Reviewer ID Proficiency Edit Delete
Decision Making/Prob Solving Supenvisor/Manager Meets Standards Zami|
Attendance SupervisorManager Exceeds Standards 2 0

Add New Competencies

Save
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Step @ Action
Click the Home link.

Favoriles ¥ | Main Menu v A Home | Signout

= CONNECT

6) Employee Self Service Links S o~ | |Employee Expiring Licenses S v Announcements

Personalize Content | Layo

Licenses and Certificates

Timesheet Overtime Absence

Reportyourime /@)y Requests Request LcsnselCertcate Expiraton Date No Gurent Announcemets.
and task detal for View of add your 1 View o add

sty ook o (D overime your sbsence

e pora e

Fequest. Maryland Handgun Qualifcation 09r302015
Careers Interview o Personal Special Polce Officer 097302015
Carersstcioven NIA Calendar Information
jobs and manage View intervews Summary Company Directory
Yo appications ofsppiicants in Reviewa || [ i S ov
crappteane s [E# My Expiration Dates o
scheded o ou personl
e repena | o Doyt End D Search by Name, Job Tite, Department, or Email

®

ADA My Current Training I’

Accommedation _I Profile Summary My Org Chart Advanced Search
( Request =% Menage skils Views

ADA competencics, summary of

‘Accommodstion your training
quest sccompiishments information.
in your current
profic.

Compensation Current

History Documents
$ ) roien Upiteor view

compensation your

hisiory for base, performance
variable, and stock ocuments for
optons. the curent

Step Actio otes

28. | Click the Sign out link.
Sign out

29. | You have completed the topic "Copying My Current Job Profile".
End of Procedure.

Viewing My Historical Profiles

Viewing historical profiles gives you the ability to view the attributes of your personal profile for
a specific date in the past.

2 CONNECT

Maryland Judiciary

My Historical Person Profile
PATRICK METTY

Special Police Officer |

Instructions
This profile displays your skills, competencies, and accomplishments as of the date 26 August 2015. Review content detail by navigating
through the individual tabs and selecting the item description. To view the profile effective as of another period, select the Profile Action
"View As Of Another Date” followed by the Go button.

Semnt © comments [N PR view As Of Another Date

@

Competencies Qualifications

Select the Competencies link to view the item details.

Competencies (Requires Approval) View All | First 4/ 1-20f2 '»/ Last
Competency Evaluation Type Reviewer ID Proficiency
Decision Making/Prob Solving Supervisor/Manager Meets Standards
Attendance Supervisor/Manager Exceeds Standards
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Procedure

In this topic, you will view your historical profiles.

.( ).

CONNECT

Password
Selecta Language
B Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

“CONN

ECTed

TRAMIKIG LIERNET

Step | Action Notes

Click in the User ID field.

1.

Enter "patrick.metty" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

2
3
4.
5

Click the Sign In button.

Sign In

Favorites ™ Main Menu ¥

% CONNECT

6) Employee Self Service Links

Timesheet
Report your ime
and task details for
a day, week, o

ime period

time per

‘Accommodstion
uest

Compensation

fistory
S ) Feicv
T

hisiory for base,
variable, and stock

Overtime

/@ Requests

Viewor

B overime
s

Careers Interview
Careersstetoview (NI A Calendar
Jobs and manage. View ierviews
your spplcations. ofapplcans in
S yousre

Schedlled to
partiipate.

ADA My Current
Accommodation ( gy — M Profile
( Request =% Menage skils
ADA competencics,

sccompiishments
in your currer

Current
Documents
Updste or view
your
performance

optons. the curent

S o

Absence
Request
View or add
your absence

Personal
Information

Revona”

Viewa
summary of

Review a
summary of
your personal
information.

Training
Summary

your training
information.

Employee Expiring Licenses s
Licenses and Certificates

LicenselCertificate Expiration Date

Maryland Handgun Qualification 09/30,2015
Special Police Officer 09/30/2015
Ef My Expiration Dates. =

1D Description EndDate  Days o End Date

ov

Announcements

No Current Announcemens.

é‘g‘h Company Directory
Search by Name, Job Title, Department, or Email

55 My Org Chart Advanced Search

Personalize Content | Layo
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6. Click the Main Menu button.

Main Menu ¥

7. Click the Self Service menu.
Self Service 4

TRAMIKIG LIEAM

8. Click the Learning and Development menu.

Leaming and Development ¥

9. Click the My Historical Profile menu.

My Historical Profile

10. | By default, CONNECT displays your competencies as of the
current date. In this example, the current date is 08/26/2015.

On 08/26/2015, Patrick had two competencies: Decision Making
and Attendance.

To view historical profile details, enter a date prior to the current
date.

Favorites ¥ Main Menu v Self Service ¥ Leaming and Development ¥ My Historical Profile A& Home Sign out

+ CONNECT

New Window | Help | Personalize Page | &3
My Historical Person Profile
PATRICK METTY

. Special Police Officer |
Instructions
“This profife displays your skills, competencies, and accomplishments as of the dale 26 August 2015. Review content defal by navigating

thraugh the individual tabs and selecting the item description. To view the profile effective as of anotner periad, select the Profie Action
"View As Of Another Date" followed by the Go button.

Grint D comments Profile Actions [[Select Action] =&

Competencies || Qualfications

Select the Competencies link to view the item details.

Competencies (Requires Approval) ViewAl | First (4 12012 @) Last
Competency Evaluation Type Reviewer D Proficiency
Decision Making/Prob Solving ‘Supervisor/Manager Meets Standards
Attendance ‘Supervisor/Manager Exceeds Standards

Step @ Action Notes

11. | Click the Profile Actions drop-down list.
[[1select Action] [~]|

12. | Click the View As Of Another Date list item.
[View As Of Another Date |
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Step | Action

13.

Click the Go button.

®

CONN

Step | Action [\ [o] {1

14.

Favorites [ Leaming and Development My Historical Profile

A tome | signout

o CONNECT

My Historical Person Profile

PATRICK METTY

Special Police Officer | My Historical Person Profile
Hep
Select New As Of Date

w Instructions

“This profile displays your skils, competencies, and accompl
through the individual tabs and selecting the item descriptiof
“View As Of Another Date" followed by the Go button.

Select the new As Of date below.

As Of Date 087262015 |

it © comments
oK Cancel

Competencies || Qualifications

Select the Competencies link to view the item details

~ Competencies (Requires Approval)

Competency Evalug
Decision Making/Prob Solving Super
Attendance Super

New Window | Help | Personalize Page | E&

Click in the As Of Date field.

08/26/2015

15.

Press [Backspace].

16.

Enter "06/01/2015" into the As Of Date field.

17.

Click the OK button.

18.

Notice the Decision Making competency is no longer displayed.

Patrick's only competency on 06/01/2015 was Attendance.
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Favortes ¥ | ManMenu v Self Service ¥

- CONNECT

My Historical Person Profile
P 1104
J Special Police Officer |

4

Instructions
“This profile displays your skills, competencies, and accomplishments s of the date 01 June 2015. Review content detail by navigating
through the individual tabs and selecting the item description.

Leaming and Development ¥ My Historical Profile 4 Home | Sign out

New Window | Help | Personalize Page | B

Srrint © comments Profile Actions [Select Action] =1 [
Competes s || Qualifications
Select the Compelencies ink to view the ifem defails.
Competencies (Requires Approval) ViewAl | First 4 10f1 @) Last
Competency Evaluation Type Reviewer D Proficiency
Aftendance ‘Supervisor/Manager Exceeds Standards

Action

19. | Click the Qualifications tab.

Cwalifications

20. | Notice Patrick's qualifications did not change between

06/01/2015 and 08/26/2015.

Click the Home link.
# Home

21.

Favorites ¥ | Main Menu ¥

- CONNECT

6) Employee Self Service Links s ov

A Home Sign out

Personalize Content | Layol
Employee Expiring Licenses c eov Announcements

Licenses and Certificates
Absence

time period requests.

History Documents

variable, and stock ocuments for
i the current
peri

Timesheet overtme
Rimsmaime (B Romwens Reauest
it et
T T @ Qo o st

s

LicenselCertificate

Expiration Date

No Current Announcemens.

Maryland Handgun Qualification 09/30/2015
Careers Interview Personal Special Polce Offcer oar302015
[ Carerstc o viow Calendar Information
iobs and manage View interviews Summary ﬂ%ﬁ Company Directory
p your appii tions. of applicants in Reviewa Ef My Expiration Dates c o~
G yousre summery of
scheduied to your personal Search by Name, Job Titie, Department, or Email
participate. information. 1D Description End Date Days to End Date. v 8 - Dep: @
ADA My Current Training o
Accommodation W) profile Summary My Org Chart Advanced Search
Request & Manage skills, View a
(J ADA competencies,
‘Accommadstion and Jour faning
Request cesemplishmerts information
proie
Compensation Current

Step @ Action

22.

Click the Sign out link.

Sign out
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23. | You have completed the topic "Viewing My Historical Profiles".
End of Procedure.

View Job Profiles and Express Interest

Expressing interest in job profiles lets your manager know which job(s) you are interested in so
you can plan your career progression.

- CONNECT

Maryland Judiciary

View Job Profile
Judiciary Clerk

This profile displays competencies, qualifications, and responsibilities of a certain job code, position, job family, salary grade, or other
defined business entity.

et 2 comments Profile Action

Competencies || Responsibiliies || Qualifications || Education
View School Education detail by selecting the ifem name link.
School Education

There are curently no School Education for this profile.

View Degrees detall by selecting the item name link.

Degrees (Requires Approval) view Al | First ‘&' 120f2 ‘&) Last
Degree Major Code
Bachelor of Arts

Bachelor of Science

Return to Previous Page

Procedure

In this topic, you will view job profiles and express interest in becoming a judiciary clerk.

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step  Action
1. Click in the User ID field.
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2.

Enter "patrick.metty" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

3
4.
5

Click the Sign In button.

Sign In

Favorites ¥ | Main Menu v

+* CONNECT

G) Employee Self Service Links. o ov Employee Expiring Licenses
Licenses and Certificates

i S W s gl
RO o Yokt 1 |z,
i e

requests. requests. Maryland Handgun Qualification
Carees erviow e | I
el &), B i
obe and merage ¥ s E Summary
p s o sergienes Ry | [ uay Expraion Dates

whchyousre . summeryof
Stheduled (o

partiipate. information. |1 Description End Date

ADA My Current Training
Accommodation (g — M) Profile Summary
(BN Reouest &= viarage sus Viewa
ADA compatencies, sy of
and

‘Accommodation your raining
Request information.

Compensation Curent

s History Documents
Review Update or view
compensati your

pensation
history for base, performance
varisble, 3nd stock ocuments for
optons the curent

S or

Expiration Date

091302015

0913012015

s ov

Days to End Date

Search by Name, Job Titie, Department, or Email

Advanced Search

Personalize Content | Layo

®

Step  Action Notes

6.

Click the Main Menu button.

Main Menu -

Click the Self Service menu.

[0 self Service

Click the Learning and Development menu.

[J Leaming and Development

Click the View Job Profiles menu.

Ij YView Job Profiles
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Favortes ¥ | ManMenu v Self Senvice ¥ Leaming and Development ¥ 5> View Job Profles

+ CONNECT

CONNECTed

TR A IKIG LIER N

4 Home | Sign out

View Job Profiles
Select a Profile
To view a Profile, enter your search criteria and select the "Search” push button.
Basic Search Criteria
Type Job

Profile Name |

Search Clear Advanced Search

Help | &

Step | Action [\ [o] {1

10.

Click the Search button.
| Search |

11.

The search results display all profiles in CONNECT. When this
topic was created, only two job profiles existed.

In CONNECT, you will see more profiles.

12.

Click the Judiciary Clerk link.

Judiciary Clerk

13.

You can click the Competencies, Qualifications, and Education
tabs to view each attribute of the job profile.

Favorites ¥ Main Menu ¥ Self Service ¥ Leamning and Development v View Job Profiles§

A tome | sign out

% CONNECT

View Job Profile
Judiciary Glerk

This profile displays competencies, qualifications, and responsibilities of a certain job code, position, job famiy, salary grade, or other
Gefined business entiy.

Errint © comments Profile Actions [[Select Action] E®

= i Education

View Competencies detail by selecting the item name link.

Competencies View Al | First @ 12012 ) Last
Competency
Cooperation and Support
\Work Quality

Retum to Previous Page

New Window | Help | Personalize Page | &
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14. | Click the Qualifications tab.

| Qualific ations |

15. | Click the Vertical scrollbar to move down the page.

16. | Click the Education tab.

Education

17. | Click the Profile Actions drop-down list.

[ [Select Action]

-]

18. | Click the Express Interest list item.

|Express Interest

19. | Click the Go button.

®

20. | Click the OK button.

21. | Click the Home link.

#& Home

Favories ™ Main Menu ¥

< CONNECT

6) Employee Self Service Links = e [|Erne Epiy s o) K14
Licenses and Certificates

Timesheet Overtime Absence

Reportyourtme /(@) Requests Request LicenselCertificate Expiration Date

and tosk detits or View or ac your 1 View or add

saywesior O orerime you shsence

e period Fequest. Toauests Maryland Handgun Qualifcation 09r302015

Careers Interview o Personal ‘Special Police Officer 0913012015

Careersstetoview (NI A Calendar Information

p jobs and manage. Vi s

Yo appications of n = i o e
o [E# My Expiration Dates c (o
s 1D Description End Date Days to End Date

My Current
Profile
&

ADA
Accommodation &_I
(/ Request =
ADA o

Training
Summary

‘Accommos astion
Request sccompishments
in your current
profic.
Compensation Current
History Documents
$ ) Roien Upiteor view
compensation your
history for base, performance
variable, and stock ocuments for
optons. the curent
period.

Sign out

Personaiize Content | Layout 7 Help
Announcements c o~
s ov

ﬁg—@ Company Directory
‘Search by Name, Job Title, Department, or Email

®

5% My Org Chart Advanced Search

Step  Action Notes

22. | Click the Sign out link.

23. | You have completed the topic "Viewing Job Profiles and
Expressing Interest".

End of Procedure.
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Viewing My Interest List

Once you have expressed interest in one or more job profiles, you can use your Interest List to
view the profiles.

3- CONNECT

Maiyland Judiciary

My Interest List
PATRICK METTY
J Special Police Officer |
Instructions.
You can view the details of the profiles in your interest list by selecting the profile description. Keep your list current by adding or deleting

profiles from this list. You will only be able fo delete those profiles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest.

Interest List

Profile Assigned By Compare Profiles Delete
Judiciary Clerk PATRICK METTY @ ii]
Special Police Officer | PATRICK METTY @ ﬁ[

Add Profile

Save

Procedure

In this topic, you will view the job profiles for which you have expressed an interest.

.( Do

CONNECT

Password

Selecta Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "patrick.metty" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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5. Click the Sign In button.
Sign In

Favorites ¥ | Main Menu v

- CONNECT

G) B O Cari e & o~ | Employee Expiring Licenses c e Announcements

Personalize Content | Layo

Licenses and Certificates

Timesneet Overtime Absence
Repotyaurime /@) Requests Request LcsmelCerttcate Exaton Date No Curent Announcemerts.
and task deaik for View or add your 1 View or sdd
siaywesksr O ovrime Jou sbaemce
fime perod

requests. req Maryland Handgun Qualifcation 0012072015
Careers Interview on_ Personal Special Police Officer 0913012015
Careestcovon NIA Calendar Information
jobs and manage Viewirterviews Summary 3, Company Directory
p your appii tions. of applicants in Reviewa Ef My Expiration Dates c o~
whichyougre . symrma ry of
scheduled to your personal Search by Name, Job Titie, Department, or Email
participste, ot | ||ID_Description _ EndDate Dy to End Date v Name,  Dep ®
ADA Wy Current Training 2
Accommodation [ g — M) Profile Summary My Org Chart Advanced Search
( Request &= virage sus Views
ADA competencies, summary of
‘Accommodation and your taining
Request accomplishments information.
in'your curtent
profe.
Compensation Current
History Documents
§) i Bocumerts
cor ¥
: ce. P
stock

v & v
optons. the current
peiod

Step @ Action [\ [o] {1

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
[0 self Bervice k

8. Click the Learning and Development menu.

(O Leaming and Development 4

9. Click the My Interest List menu.
El My Interest List

10. | Notice the Interest List displays two job profiles.
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Favorites ¥ | Main Menu ¥ - Leaming and Development ¥ My Interest List

4 Home | Sign out

3 CONNECT

New Window | Help | Personalize Page | B

My Interest List
PATRICK METTY
Instructions
You can view the etais of the profils in your nterest it by selecting the profle description. Keep your it current by adding or deleting

profies from this list. You will only be able to delete those profles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest.

Interest List

Profil Assigned By Compare Profiles Delete
Judiciary Clerk PATRICK METTY [©] ]
Special Poiice Oficer | PATRICK METTY ® i

Add Profie

Save

Step | Action [\ [o] {1

11. | Click the Compare button for the Judiciary Clerk profile.

®

12. | You can use the Profile Compare feature to compare your
personal profile with the job profile in which you are interested.

In this example, Patrick's profile does not meet any of the
attributes for becoming a Judiciary Clerk.

[

A& Home | Signout

New Window | Help | Personalize Page |

; Profile Compare
My Interest List P
Help
~ | PATRICK METTY
B “View Content Section [EETFIRHIES
pecial Polce Offcer :
BNoMatch ¥ Partial Match @ Complete Match @ Person Overqualiied
Match Result
Search Crteria-Judiciary Clerk PATRICK METTY: 0%
E=Competencies E=Competencies
~ instructions
Cooperaiion and Support s
You can view the detais of e profies n your g
profes ffom tns st. You wil only be able tocd | 10€1Cy Exceeds Standards
persona profie aganst e profiefnerest | o L o
Profitiency. Exceeds Standards -
Interest List o E=Degrees
u
roic psgnea|  BocrrorArs 0%
Bachelorof %
Judiciary Clerk PATRICH ~ C2celorof saence
E=Tests or Examinations E=Tests or Examinations
Special Polce Offcer | PATRICH | Drug Screening %
P Medical Examination %

Retur to Previous page

Step | Action

13. | Click the View Content Section drop-down list.
[<View All Sections> B3
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14. | Click the Competencies list item.
[Competencies |

15. | Click the Return to Previous page link.
Return to Previous page

Favorites ¥ | MainMenu ~ jce v Leaming and Development ¥ My Interest List

= CONN.EST

New Window | Help | Personalize Page | &

My Interest List
PATRICK METTY

» Special Police Officer |

Instructions
‘You can view the Getais of the profiles in your inferest st by selecting the profile description. Keep your st current by adding or deleting
profiles from this list. You will oy be able to delete those profiles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest.
Interest List

Profile Assigned By

Compare Profiles Delete
Judiciary Clerk PATRICK METTY ) @
Special Poiice Officer | PATRICK METTY ® i

Add Profie

Save

Step @ Action

16. | Click the Save button.

Favores ¥ | ManMenu v

Self Service ™ Leaming and Development ~ My Interest List

4 Home | Sign out
+» CONNECT

New Window | Help | Personalize Page | B
My Interest List
Save Confirmation

[ —

BK
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CONN

Step | Action
Click the OK button.

17.

Favorites ¥ Main Menu ~ SelfService ¥ >  Leaming and Development ™ > My Interest List A Home | Sign out

¥ CONNECT

New Window | Help | Personaiize Page | B

My Interest List

o
4

Instructions

You can view the details of the profiles in your interest st by selecting the profile description. Keep your list current by adding or delefing
profies from this list. You will only be able to elete those profles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest

PATRICK METTY
Special Police Officer |

Interest List

Profile

Assigned By Compare Profiles Detete
Judiciary Clerk PATRICK METTY ® @
‘Special Police Officer | PATRICK METTY ® Ii]
Add Profie
Save

Action

Click the Home link.

Favorites ¥ | Main Menu v

# Home | Signout
++ CONNECT
wacyiang udiciay
Personalize Content | Layout 2 Help
(5) Emres G G e o o~ | Employee Expiring Licenses < Announcements S ov
Licenses and Certificates
Timesheet Overtime Absence
e @ s gl ] —— -
and task details for View or add your 1 View or add
adayweck,or (DD overime your apsence
fime perod Feauess requests Maryland Handgun Qualfication 0913072015 2. Company Dirctory s o~
Careers Interview Personal Special Polce Offcer 091302015
TN Corseove H Catondar Informaton
s ncimanage View erviews Summary 2]
O Emm gl Lo [ = S— s
e tos, ||B e &
sehedied o Jou personsl
partcipae nformation | 12 Deseription EdDatc  DaystoEndDate
ADA My Current Training
Accommodation [ g — M) Profile Summary
5\ Revuest =5 virage sus Views
ADA competencies,
Acconmodston and Jou aiting
Reauest atcompishments information
proie
Compensation current

Documents

History

istory for base, performance
variable, and stock ocuments for
i the curent
peri

Step @ Action

Click the Sign out link.

Sign out
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20. | You have completed the topic "Viewing My Interest List".
End of Procedure.

Searching & Comparing Profiles - Find Jobs

You can perform a job profile search in CONNECT based on profile criteria that you choose. It is
important to note this feature allows you to search for existing job profiles within the Judiciary.
This function is not the same as searching for open jobs through recruiting.

. CONNECT

Search and Compare Profiles
Search and Compare Prof e

Search for Profiles Search Criteria - Find jobs

Below s 3 ISt OfDONIE 30N  scarcn for profie results that have an exact match on 0ne or More of e Profle flem <riteria entered

Find jobs that it my qualffcatiol  Seareh Clear
ring any properties relevant to the search. Specily the fem impartance and indicate if

Procedure

In this topic, you will search for jobs based on specific job profile criteria that you select.

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Allrights reserved.

Step Action Notes

1. Click in the User ID field.

2. Enter "lee.robinson" into the User ID field.
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3. Click in the Password field.

4.

CONN

ECTe

TR A IKIG LIER N

d

Step @ Action [\ [o] {=1

Enter "welcomel" into the Password field.

Click the Sign In button.
Sign In

Favorites ™

Main Menu ~

3 CONNECT

6. Click the Main Menu button.

Main Menu

% Home |
Personalize Gontent | Layout 2
6) Employee Self Service Links o ov | Employee Expiring Licenses S e Announcements o
No expiring licenses in the next 60 days
Timesheet ® Overtime Absence CONNEGT Onine T
Report your tme Requests Request | \[=# irati z (o~ . niine Training
wtcomn LN | ] |eress | B WEoimionnees o o
sooyestor (B overime you sbsnce
e perod requests requests ID Description  EndDate  Days to End Date
Careers Interview o Personal
Careersstetovien  \IIA Calendar Information
e N om0t . Conpery Dy o
Your sppications. of n Review 3
mmmmm ry of
= youpersonl Search by Name, Job Title, Department, or Email
ADA Training -
Accommedation Summary My Org Chart Advanced Search
( Request
ADA
‘Accommodat
est
Compensation Current
History Documents
$ ) Reven Upiteor view
compensation your
Pistoryfor base, perfomance
variable, and siock Gozuments for
optins. the curent
period.
v

Click the Self Service menu.
3  Self Service

Click the Learning and Development menu.
3 Learning and Development

Click the Search and Compare Profiles menu.

E

Search and Compare Profiles
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Favortes ¥ | ManMenu v

)

Leaming and Development ¥ > Search and Compare Profiles

Search and Compare Profiles
Search for Profiles
Belowis aist of profile searches. Select the link for the search you want fo run.

Find jobs that it my qualifications
Find jobs

TRAINING GUIDE
CONNECT Employee Self Service

New Window | Help | Personalize Page | B2

4 Home | Sign out

Step @ Action [\ [o] {1

10.

Click the Find jobs link.

11.

You can select search criteria from any of the 7 content sections.

Favorites Main Menu Leaming and Development Search and Compare Profiles.

2 CONHEST

A tome | Signout

Search and Compare Profiles

Search and Compare Pre
Search for Profiles | g, ch, Criteria - Find jobs

Below is alist of profile searchel  search for profile results that have an exact match on one or more of the profile item criteria entered.

Find jobs that fit my qualificati Search Clear
Fiidisy Search Criteria
itis mandatory. Select the Search button fo run the search.
Competencies.
] Honors and Awards
] Language Skils
[#] Licenses and Certifications
Memberships
[&] Responsiilties

[¥] Tests or Examinations

Return to Search For Profiles

‘Select items in one or more content sections, entering any properties relevant to the search. Specify the item importance and indicate if

Help

| Personaiize Page | &5

Step @ Action [\ [o] {=1

12.

Click the Licenses and Certifications link.
Licenses and Cerifications

13.

Click the Financial Disclosure link.
|Financial Disclosure |

14.

Click the Tests or Examinations link.
|Tests or Examinati{:ns|
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15. | Click the Drug Screening link.
[Drug Screening |

CONNECTe

TRAMIKIG LIER NET

16. | Click the Tests or Examinations link.
[Tests or Examinations

17. | Click the Medical Examination link.
[Medical Examination|

18. | Click the Search button.

19. | Inthis example, Judiciary Clerk is the only job profile that met all
3 criteria that were entered.

20. | Click the Judiciary Clerk link.

Judiciary Clerk

Favorites ¥ | MainMenu v SelfSenice ¥ >  Leaming and Development ¥ ‘Search and Compare Profiles 4 Home | Sign out

=
7

New Window | Help | Personalize Page | EZJ
View Job Profile

Judiciary Clerk

‘This profile displays competencies, qualifications, and responsibilties of a certain job code, position, job famiy, salary grade, or other
defined business enty.

rant @ comments Profile Actions [Select Action] El ®

Edugation

ncies detail by selecting the item name fink.

ViewAl |2 Fist @ 12012 © Last

Cooperation an
Work Qualty

Step | Action Notes

21. | Click the Qualifications tab.
| Qualific ations |

22. | Click the Vertical scrollbar to move down the page.
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Favortes ¥ | ManMenu v Self Service ¥

~ CONNECT

Leaming and Development ¥ > Search and Compare Profiles

=L

Comments Profile Actions [Select Action]

H®

Competenc

Education
View Honors and Awards detail by selecting the item name link.
Honors and Awards

‘There are currently no Honors and Awards for this profie.

View Language Skil's deta by selecting the item name link.

TRAINING GUIDE

4 Home | Sign out

Language Skills

‘There are currently no Language Skills for this profile.

Licenses and Certifications

View Memberships detail by selecting the item name link
Memberships

There are currently no Memberships for this profile

Tests or Examinations.
Test
Drug Screening
Medical Examination

View Licenses and Certiications detal by selecting the item name link.

There are curently no Licenses and Certiications for this profile.

View Tests or Examinations detail by selecting the item name ink

View Al | 2

First (&

12012 © Last

Action

23. | Click the Home link.

Favorites ¥ | Main Menu v

- CONNECT

A tome | Sign out

Personalize Content | Layout 2]
6) Emres G G e o o~ | Employee Expiring Licenses < Announcements E
No expiing licenses in the next 60 days
Timesheet ® Overtime Absence CoNECT One T
our time Request | |5 i = T . nine Training
ST S5 Ve Tt | B My xpiration Dates s e
2 day, week,or D ove your sbsence
e period request. requesis. 1D Description End Date  Days to End Date
Careers Interview Personal
Careers se o view Information
fors e Gewrieniens | R=] summary $ Company Directory e
Vour appit sfons ofspplicanis in Reviewa
which youre summery of
scheduedto your personal Search by Name, Job Ttle, Department, or Email
partkipai. informaion ®
ADA My Current Training "
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
Request & Manage skills, View a
(J ADA competencies,
‘Aczommodstion and yourtraiting
Request axcompishments information
proie
Compensation Current
History Documents
compensation
Tistory for base, performance
variable, and stock Gosuments for
options. the current
< i 5

24.

Click the Sign out link.
Sign out

25.
Find Jobs".
End of Procedure.

You have completed the topic "Searching & Comparing Profiles -
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Searching & Comparing Profiles - Find Jobs that Fit my Qualifications

You can perform a job profile search in CONNECT based on your personal profile. The search
criteria for the job profile are the attributes from your personal profile. Your search will return a
job profile as long as at least 1 attribute from your profile profile matches the job profile.

It is important to note this feature allows you to search for existing job profiles within the
Judiciary. This function is not the same as searching for open jobs through recruiting.

New Window|
Search and Compare Profiles

Search for Profiles

Search and Compare Profiles
Below is a st of profile searches. Selec}

find jobs That il my qualifications

T Search Results - Find jobs that fit my qualifications

Below are the search results for LEROY ROBINSON.

To view the details for a profil, select the hyperlink on the Profile Name below. Up to ten profiles can be selected to build a compare list Then
select the Compare Profles button to display the profile ftem comparison details.

[ Your search returned result 1 - 1 out of 1

Search Results personalize | Fina | 27|
Select Score Profile Name
[} 3 Judiciary Clerk

Selected Profiles

Modify Search Criteria
Refum to Search For Profiles

Procedure

In this topic, you will search for job profiles that match your personal profile.

.( Do

CONNECT

Password

Selecta Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "lee.robinson" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step @ Action

5. Click the Sign In button.

Sign In

Favorites ¥ | MainMenu v £ Home sigr|
+» CONNECT
(o
taryiang Jugiciary
Personalize Content | Layout 2|
G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days
Timesheet Overtime CONNECT Onne T
Report your tme = - . . nine Training
Sovre (@) Roests Ef wybpintonbaes o o
adayweekor (B overime
i period request ID Description End Date _Days to End Date

Careerssitetoview  NIIA Calendar Information
jobs and manage: View interviews. Summai Company Director <

of applicants in
hich you are

mmmmm ry of
scheduedto your personal Search by Name, Job Title, Department, or Email
participate, information ®
ADA Wy Current Training "
Accommodation (g — M) Profile Summary My Org Chart Advanced Search
( Request A= virage sus Views
ADA competencies, summary of
‘Accommodation and your taining
Request accomplishments information.
in'your curtent
profe.
Compensation Current
History Documents
$) = 5 "
cor ¥
: ce. P
stock

v & v
optons. the current
peiod

Step @ Action [\ [o] {1

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
3 self Service »

8. Click the Learning and Development menu.

O Leaming and Development ¥

9. Click the Search and Compare Profiles menu.

Ij Search and Compare Profiles
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Leaming and Development ¥ 5 Search and Compare Profiles

4 Home | Sign out

+~ CONNECT

New Window | Help | Personalize Page | B2
Search and Compare Profiles

Search for Profiles
Belowis aist of profile searches. Select the link for the search you want fo run.

Find jobs that it my qualifications
Find jobs

Step | Action [\ [o] {1

10. | Click the Find jobs that fit my qualifications link.
Find jobs that fit my qualifications

11. | Notice the score of 66. This indicates there is not a 100% match
between your profile and the job profile for Judiciary Clerk.

In order for a job profile to be displayed, your personal profile
must match the job profile on at least 1 attribute.

Main Menu Leamning and Development Search and Compare Profiles A& Home Sign out

2 CONNECT

Search and Compare Profiles

Search for Profiles

New Window | Help | Personalize Page | B

Search and Compare Profiles
Below is a list of profile searches. Selec

Help
Find jobs fat i my atalifications!

Search Results - Find jobs that fit my qualifications
(e Below are the search results for LEROY ROBINSON.

To view the details for a profile, select the hyperiink on the Profile Name below. Up to ten profiles can be selected to build a compare list. Then
select the Compare Profiles buiton to display the profile item comparison details

B Your search returned result 1 - 1 out of 1

Search Results Personalize | Fina | 0] [
Select  Score Profile Name
(=] 86 Judiciary Clerk

Selected Profiles

Modify Search Griteria
Retun to Search For Profiles

Step | Action

12. | Click the Judiciary Clerk link.

Judiciary Clerk
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Leaming and Development ¥ 5 Search and Compare Profiles

4 Home | Sign out

< CONNECT

View Job Profile
Judiciary Glerk

New Window | Help | Personalize Page | B

“This profile displays competencies, qualifications, and responsibilities of a certain job code, position, job famiy, salary grade, or other
Gefined business entiy.

Srrint © comments Profile Actions [Select Action] = &
Ce Education
View Competencies detail by selecting the item name link.
Competencies ViewAl | First @ 12012 ) Last
Competency
GCooperation and Support
\Work Quality

13. | Click the Qualifications tab.

| Qualifications

14. | Click the Vertical scrollbar to move down the page.

Favores ¥ | MainMenu v Self Service ¥

~ CONNECT

Learming and Development ~ > Search and Gompare Profies A tome | Sign out

Senint

Comments. Profile A

ns [[Select Action] H®

Competenci

Education il
View Honors and Awards detail by selecting the ilem name link
Honors and Awards.

‘There are currently no Honors and Awards for this profie.

View Language Skils detail by selecting the tem name ink
Language Skills

‘There are currently no Language Skills for this profile.

View Licenses and Certiications detal by selecting the item name link.
Licenses and Certifications

There are curently no Licenses and Certiications for this profile.

View Memberships detail by selecting the item name fink
Memberships.

‘There are currentiy no Memberships for this profile

View Tests or Examinations detail by selecting the item name link.
Tests or Examinations View All | Z1
Test
Drug Screening
Medical Examination

First @ 120f2 @ Last

Action

15. | Click the Home link.
# Home
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Favortes ¥ | MainMenu v 4 Home | Sign out

- CONNECT

Personalize Content | Layout 2|
G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expifing licenses i the next 60 days
Timesheet Overtime Absence
Reporyour e, /@, Reauests Reauest | |5y Expiration Dates 5 T + CONNECT Online Training
and tsi detals for Viewor c your View or ac
e @ Queeen | ] ez,
fime perod requests. Tequests ID Descripion End Date _Days to End Date
Interview
m
e s ﬁ%ﬂj Company Directory c
mmmmm o of
st your personal ‘Search by Name, Job Title, Department, or Email
pertiipate. information ®
ADA My Current Training o
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
Request &_ Manage skills, View a
Qo compete summary of
‘ccommadation and Jourtaning
Request s nts rfomation

profie.

Compensation Curent

s History Documents
Rel Uge -
cor on Yo
history for base,

pe

variable, and ot doc
optons the curent
peiod

Step | Action [\ [o] {1

16. | Click the Sign out link.

17. | You have completed the topic "Searching & Comparing Profiles -
Find Jobs that Fit my Qualifications".
End of Procedure.

Evaluating Performance

CONNECT's performance evaluation process is designed to assess and plan your performance to
meet current and future job requirements.

The performance evaluation process consists of 2 key components:

The Annual Performance Appraisal
The Performance Improvement Plan

2.1.2.2 Evaluate Performance Page 2

Employee
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Completing the Annual Performance Appraisal (Non-Manager Employee)

Employees can access online performance evaluation documents, complete their self
evaluation, and submit the appraisal for review and approval by their manager.

Return to Cumrent Documents Save

Annual Performance Appraisal
Self-Evaluation - Update and Complete

Section 1 - Competencies
Enter ratings and comments for each competency and benavior listed below, if applicable

~ Expand | (s Collapse

Competency 1: Cooperation and Support

he employee ood and

iption : The emp g skills. The employee is cooperative and courteous
With management, coworkers and customers.

| | Complete

& Print | £ Notify | &) Export

Employee Rating ] ooopy
Employee Comments. 5z - -lsze -|[B 1 wl[iz = &a- B =
Procedure

In this topic, you will rate yourself on 5 competencies, enter comments to support your rating,

and submit the evaluation for review and approval.

.( ).

CONNECT

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or is affiates. All rights reserved.

Step  Action Notes

1. Click in the User ID field.

Enter "elizabeth.williams" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favorites ¥ | Main Menu v

- CONNECT

G) Employee Self Service Links & o~ Employee Expiring Licenses i
No expirng icenses nthe nest 60 Gays
Timesneet overtime Avsence
e e
adayweckor (DD overime your sbsence
fime perod s Teausss | [ID Description EnaDate Days to End Date
Careers nterview o Personal
T, Cooricouer RER Caiondor Information
p fobe ancmarage e . E Summary
Vour spplesvans o n Revewa
nehyoue " s ot
Shedied o Yo persona
paricipae. Tometon
ADA My Current Training
Accommodation [ g M) Profile Summary
Request &_ Manage skills,
G campeencis
ctommocion Jou aiting
Reauest rfrmeion.

sccompishments
in your current
profie.

rrent
Documents

Compensation Cu
§) iy E
) i
st

(32

av

Announcements

*+  CONNECT Online Training

Eg_b Company Directory

Search by Name, Job Title, Department, or Email

5% My Org Chart

®

Advanced Search

CONN

& Home

Personalize Content | Layout 2|

ECTe

TR A IKIG LIER N

d

Step | Action [\ [o] {1

6.

Click the Main Menu button.

Main Menu ~

Click the Self Service menu.
[0 self Bervice k

Click the Performance Management menu.
(=]

Performance Management 3

Click the My Performance Documents menu.
[

My Performance Documents 3

10.

Click the Current Documents menu.

Ij Current Documents
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Favorites ¥ Main Menu v SelfService ¥ > Performance Management ¥ 5 My Performance Documents ¥ > Current Documentsf] # Home | Sign out

% CONNECT

New Window | Help | Personalize Page | B
Current Performance Documents

ELIZABETH WILLIAMS

Listed are your current performance documents.
Performance Documents Personalize | Find | 0] B Fist (0 12012 @) Last
Document Type: Document Status Period Begin Pericd End  Job Tt NextDueDate  Manager

:z;,“;;;e"‘"m”‘e Evaluation in Progress 01012016 12312016 Judiciary Clerk Il 1267016 DEBORAH KIEL

11. | Click the Annual Performance Appraisal link.

Annual Performance
Appraisal

12. | Notice the steps instructing the employee to complete the self
evaluation by 12/26/15.

13. | Inthis example, the indicator is yellow indicating the self
evaluation is not complete.

The indicator will turn green when the self evaluation is
complete.

Favoies ¥ | MainMenu ¥ > SeffSenice v > Perfomance Management ¥ > My Performance Documents ¥ >  Current Documentsiil A Home | Sign out
+» CONNECT
Y
« E
Performance Process ° Annual Performance Appraisal Retum to Current Documents | Save. I [ Complete
Steps and Tasks S o> | Self-Evaluation - Update and Complete GPrint | EINelTy | ] Exp0rt
ELIZABETH WILLIAMS ELIZABETH WILLIAMS
Annual Performance Appraisal Job Title Judiciary Clericli Manager DEBORAH KIEL
010172016 - 1213112016 Overview J Document Type Annual Performance Appraisal Period D1/01/2016 - 12/31/2016
Template Document ID 965
Complete Seff Evaluation ‘ Status Evaluation in Progress Due Date 127262016
DueDate 12262016

Update and Complete
Employee Data

I

Review Manager Evaluation
16

Department 0467108
DueDate 122920

Location C&7-CLERK
Rating History

Enter your ratings and comments for each applcable section and save. When you have finished updating your evaluation select ihe complete button to save
your changes and send this document to your manager for review.

[T Calcuiate Al Ratings

Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable.
-/ Expand | (v Collapse

Competency 1: Cooperation and Support

Competency 2: Work Quality

Competency 3: Dependability

Competency 4: Job Knowledge and Skills

Competency 5: Work Quantity

Competencies Summary
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Step ‘ Action Notes

14. | Click the Expand link to view all the competency details for this
evaluation.
~ Expand

CONNECTed

15. | Click the Vertical scrollbar to move down the page.

16. | Click the Employee Rating drop-down list.
| [~]

17. | Click the Meets Standards list item.
[Meetls Standards |

18. | Click in the Employee Comments field.

19. | ltis recommended that you enter comments to support each of
your ratings. In the CONNECT system, you will type your
comments into the Comments field.

For the purposes of training however, comments to support this
rating have been entered for you.

20. | Click the Vertical scrollbar to move down the page.

21. | Click the Employee Rating drop-down list.

22. | Click the Exceeds Standards list item.
[Exceeds Standards |

23. | Click in the Employee Comments field.

24. | Comments to support this rating have been entered for you.

25. | Click the Vertical scrollbar to move down the page.

26. | Click the Employee Rating drop-down list.

27. | Click the Meets Standards list item.
[Meels Standards |

28. | Click in the Employee Comments field.

29. | Comments to support this rating have been entered for you.

30. | Click the Vertical scrollbar to move down the page.

31. | Click the Employee Rating drop-down list.

32. | Click the Exceeds Standards list item.
|Exceeds Standards |

33. | Click in the Employee Comments field.
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Step ‘ Action Notes

34. | Comments to support this rating have been entered for you.

CONNECTed

35. | Click the Vertical scrollbar to move down the page.

36. | Click the Employee Rating drop-down list.

37. | Click the Exceeds Standards list item.
|Exceeds Standards |

38. | Click in the Employee Comments field.

39. | Comments to support this rating have been entered for you.

40. | Click the Calculate Rating button in the Competencies Summary
section.

41. | Notice the overall rating was automatically calculated based on
the ratings you assigned to each competency.

42. | Click the Vertical scrollbar to move down the page.

43. | Click in the Employee Comments field.

44. | Comments to support the overall rating have been entered for
ou.

<

45, | Click the Save button.
Save

46. | Click the Complete button.
Complete

47. | Click the Confirm button.
Confirm

48. | Notice the indicator is green indicating you have completed the
self evaluation.

lick the View link.
Wiew

49.

(@]

50. | Click the Expand link.
- Expand

51. | Notice you can view the section details but cannot edit these
details since it was submitted to your manager for review.

52. | Click the Vertical scrollbar to move down the page.

53. | Review the remaining details as desired.

54. | Click the Home link.
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Favorites ¥

MainMenu ¥

CONNECTed
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A tome | sign out

- CONNECT

G) Employee Self Service Links
Timesheet
Regort your e
and task detals or
2 day, week, or

time period.
Careers Interview
Carcerssictoview (NI A Calendar
p jobs and menage View interviews
your appiications. of applians in
which you are

stheduied to

partiipat.

My Current

ADA
Accommodation (g — M) Profile
(BN Reauest A= virage sus

fanag:
ADA competencies,
‘Accommodation

quost

sccompishments
in your current
profie.
Compensation Curent
s History Documents
Revi Uge w
cor on Yo

pe

variable, and stoc doc v
optons. the current
peiod

Personal
Information
Summary
Review a

ry of
el

your person:
information.

Training
Summary

your raining
information.

Employee Expiring Licenses S e~

No expiring licenses in the next 60 days

[E# Wy Expiration Dates c e~

ID Description  End Date  Days to End Date

Personalize Content | Layout 2|
Announcements

*+  CONNECT Online Training

Eg_b Company Directory o
Search by Name, Job Title, Department, or Email

5% My Org Chart Advanced Search

55. | Click the Sign out link.

Step | Action [\ [o] {1

56.

End of Procedure.

You have completed the topic "Completing the Annual
Performance Appraisal (Non-Manager Employee)".

Completing the Annual Performance Appraisal (Managerial Employee with Direct

Reports)

Employees can access online performance evaluation documents, complete their self
evaluation, and submit the appraisal for review and approval by their manager.

Annual Performance Appraisal
Self-Evaluation - Update and Complete
Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable.

~) Expand | (») Collapse

Competency 1: Cooperation and Support

with management, coworkers and customers

Employee Rating [E2 X =S
Employee Comments
=2 Font

sze - | B I

Return to Current Documents

&G Print | 7 Notity | BT Export

Description : The employee demonstrates good interpersonal and relationship skils. The employee is cooperative and courteous

un
>
a8

Save

Complete

®E

Procedure

In this topic, you will rate yourself on 7 competencies, enter comments to support your rating,
and submit the evaluation for review and approval.
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Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Enter "ginger.lockhart" into the User ID field.

Click in the Password field.

2
3. Enter "welcomel" into the Password field.
4

Click the Sign In button.

Sign In

Favorites ¥ | Main Menu v

- CONNECT

Personalize Content | Layout
6) Employee Self Service Links S o~ | Employee Expiring Licenses S o Announcements
Licenses and Certificates

Timesheet Overtime Absence
Reportyourtme /(&) Requests Request License/Certificate Expiration Date * CONNECT Oniine Training
e deais for vieworagayour | fViewoross
ek o (DD overime your absence
requests. reau

time period

H

State Fleet Car Authorization 11012015
Careers Interview o Personal
ﬁ Gareersstetoview  (NEIA Calendar information | | [F5/# My Expiration Dates S ov
p Iobs and manage Viewinterviews E Summary \‘_Tg_\’.) Company Directory
your e 2 | D Dosoriion __ End Date __Daysto EndDate
o Search by Name, Job Tille, Depariment, or Emai

®

ADA My Current Training "
Accommodation &_I Profile Summary My Org Chart Advanced Search
Request =

G
Re .

Compensation Current
History
$ ) Roien Upiate o i
compensation
history for bas, e
ar ocuments for
period.

variable, and stock

Step Action

5. Click the Main Menu button.

Main Menu ~
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Step | Action [\ [o] {=1

6. Click the Self Service menu.
L1 Self Service L

CONNECTed

TR A IKIG LIER N

7. Click the Performance Management menu.

[ Performance Management ¥

8. Click the My Performance Documents menu.

3 My Performance Documents 3

9. Click the Current Documents menu.
Ij Current Documents

Favortes ¥ | ManMenu ~ Self Service ¥ > Performance Management My Performance Documents. ¥ Gurrent Documents|

3 CONNECT

New Window | Help | Personaiize Page | &)
Current Performance Documents

GINGER LOCKHART

Listed are your current performance documents.

Performance Documents Personalize | Find | @] BB First (4 16016 @ Last
Document Type: Document Status Period Begin Period End  Job Title: NextDue Date  Manager

Annual Performance

‘appraisal Evaluation in Progress 0112016 1273112016 Supervisor | 1212612016 DEBORAH KIEL

Step | Action Notes

10. | Click the Annual Performance Appraisal link.

Annual Performance
Appraisal

11. | Notice the steps instructing the employee to complete the self
evaluation by 12/26/15.

12. | Inthis example, the indicator is yellow indicating the self
evaluation is not complete.

The indicator will turn green when the self evaluation is
complete.
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Favorites ¥ | Main Menu ~ SelfService ¥ > Performance Management ¥ > My Performance Documents. ¥ >  Current Documents[g] A& Home | Sign out

< CONNECT

Performance Process o « Annual Performance Appraisal Return to Current Documents | Save
Steps and Tasks 2 ov  Self-Evaluation - Update and Complete
GINGER LOCKHART GINGER LOCKHART
Annual Performance Appraisal Job Title Supenvisor | Manager DEBORAH KIEL
010172016 - 1213112016 Overview J Document Type Annual Performance Appraisal Period 01/01/2016 - 12/31/2016
Template Document ID 970
Complete Seff Evaluation ‘ Status Evaluation in Progress Due Date 127262016

DusDate 12262016
Update and Complete
Employee Data

Review Manager Evaluation

Department 0467112
DuDate 12292016

Location C&7-CLERK
Rating History

Enter your ratings and comments for each applcable section and save. When you have finished updating your evaluation select ihe complete bution to save
your changes and send this document to your manager for review.

I [ Compiete

GPrint | EINotity | By Export

[T Calcuiate Al Ratings

Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable.
-/ Expand | (v Collapse

Competency 1: Cooperation and Support

Competency 2 Leadership

Competency 3: Work Quality

Competency 4: Dependability

Competency 5: Job Knowledge and Skills

Competency 6: Management

i

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {1

13.

Click the Expand link to view all the competency details for this
evaluation.

- Expand

14.

Click the Vertical scrollbar to move down the page.

15.

Click the Employee Rating drop-down list.

16.

Click the Meets Standards list item.
[Mests Standards |

17.

Click in the Employee Comments field.

18.

It is recommended that you enter comments to support each of
your ratings. In the CONNECT system, you will type your
comments into the Comments field.

For the purposes of training however, comments to support this
rating have been entered for you.

19.

Click the Vertical scrollbar to move down the page.

20.

Click the Employee Rating drop-down list.

| -]

21.

Click the Exceeds Standards list item.
[Exceeds Standards |
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Favorites ¥ | Main Menu ¥ SeffSenice ¥ > Performance Management ™ > My Performance Documents ™ > Current Documents(e| A& Home | Sign out

+» CONNECT

R

«

Performance Process ° Annual Performance Appraisal Retumn to Current Documents. | Save. I | Complete
Steps and Tasks S eov  Self-Evaluation - Update and Complete GPrint | EINotty | ] Exp0rt
GINGER LOCKHART
p— ool Description : The employee shows vision and intiative in improving SIal, processes, procedures, productivity and relationship

nnual Performance Appraisal with persons at all levels of the Judiciary. an ability o situations and to lead
01012016 - 1273172016 Overview employees through organizational ¢ hange. Demonsiate faimess and an abilty to motivate employees to perform efficiently and

effectively, even when faced with adverse circumstances.

Complete Self Evaluation
DusDate 12262016

[Exceeds Standards____|E2 B
Update and Complete Employee Rating ST SIS EIE 3008
Employee Comments | | ] i
2 Font -l s -||B I U - &
* Review Manager Evaluation
DueDate 12292016
Crestea By Tempse
Competency 3: Work Quality
Description : The employee's error rate s acceptable. All assignments, papenwork, forms, feports and correspondence are
completed in a timely manner and are of a professional qualry.
Employee Rating = ooopy
Employee Comments | [~ - =)
2 Font sz - B I U|E o3

Step | Action

22. | Click in the Employee Comments field.

23. | Comments to support this rating have been entered for you.

Favorites ¥ | Main Menu ¥ ‘Self Servic [ ye—— My Performance Documents. ¥ Current Documentsf§] A Home | Sign out
Waryiand jusieis sy
°
Performance Process Annual Performance Appraisal Retum to Current Documents: Save | | Complete
Steps and Tasks < - a i
& L] Self- qullfllgn Update and Complete GPrint | EINotiy | B Exvort
GINGER LOCKHART De ti The L e d initiati taff, al ductivity and relationshi
escription : The employee shows vision and infiative in improving stafl, processes, procedures, produciviy and relationship
Annual Performance Appraisal ‘with persons at all levels of the Judiciary. an ability to ituati d to lead
01012016 - 121312016 Overview employees through organizational change. Demonsirate faitess and an abiity to motivate employees to perform efficiently and
effectively, even when faced with adverse circumstances.
= Complete Self Evaluation e
DueDete 12282016
Employee Rating [Exceeds Sandards -
Update and Complete plovs o I e
Employee Comments. [ E1] 3
ploy 52« Font Asee -|[B 1 W[ = A& ol
4 Review Manager Evaluation

DueDate 12292016

1 led a team of 6 to Increase customer satisfaction by 10%.

Crestesay Tempise

Competency 3: Work Quality

Description : The employes’s error rate is acceptable. All assignments, papenwork, forms, reports and correspondence are
complsted in a timely manner and are of a professional quality

Employee Rating [=] ooog

Employee Comments
e Font - sizz - B I U

=
-]
®B

Action

24. | Click the Vertical scrollbar to move down the page.

25. | Click the Employee Rating drop-down list.
| [~]

26. | Click the Exceeds Standards list item.
[Exceeds Standards |

27. | Click in the Employee Comments field.

28. | Comments to support this rating have been entered for you.
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Step ‘ Action Notes

29. | Click the Vertical scrollbar to move down the page.

CONNECTed

30. | Click the Employee Rating drop-down list.
| -]

31. | Click the Meets Standards list item.
[Meets Standards |

32. | Click in the Employee Comments field.

33. | Comments to support this rating have been entered for you.

34. | Click the Vertical scrollbar to move down the page.

35. | Click the Employee Rating drop-down list.

36. | Click the Exceeds Standards list item.
[Exceeds Standards |

37. | Click in the Employee Comments field.

38. | Comments to support this rating have been entered for you.

39. | Click the Vertical scrollbar to move down the page.

40. | Click the Employee Rating drop-down list.
| -]

41. | Click the Meets Standards list item.
[Meets Standards |

42. | Click in the Employee Comments field.

43. | Comments to support this rating have been entered for you.

44. | Click the Vertical scrollbar to move down the page.

45. | Click the Employee Rating drop-down list.

46. | Click the Exceeds Standards list item.
| Exceeds Standards |

47. | Click in the Employee Comments field.

48. | Comments to support this rating have been entered for you.

49. | Click the Calculate Rating button in the Competencies Summary
section.

50. | Notice the overall rating was automatically calculated based on
the ratings you assigned to each competency.

51. | Click in the Employee Comments field.
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52. | Comments to support the overall rating have been entered for
ou.

CONNECTed

TR A IKIG LIER N

<

53. | Click the Save button.
Save

54. | Click the Complete button.
Complete

55. | Click the Confirm button.
Confirm

56. | Notice the indicator is green indicating you have completed the
self evaluation.

57. | Click the View link.
Wiew

58. | Click the Expand link.
- Expand

59. | Notice you can view the section details but cannot edit these
details since it was submitted to your manager for review.

60. | Click the Vertical scrollbar to move down the page.

61. | Review the remaining details as desired.

62. | Click the Home link.

Favortes > | MainMenu ¥ # tome

Sign out

% CONNECT

\’OJ) Employee Self Service Links

Personalize Content | Layou
Employee Expiring Licenses c ov Announcements

Licenses and Certificates

Timesheet
Report your e Req License/Certficate Expiration Date = CONNECT Oniine Training
and task details for acd your 1 View or add
aday weekor (). your sbsence
e perod request. requests. State Fleet Car Authorization 111012015

Careers Interview o Personal
TN Corseve RER Catondar intormation | |5/ My Expiration Dates o e~
p jobs and menage \iew interviews Summary Eg_h(:cmpany Directory
Jour sppicatons ofappliants in Review s
|\ R 2y | [0 Doscripion  EndDate  Days to End Date
scheduied to your personal Search by Name, Job Title, Department, or Email
patiipete. information ®
o ADA My Current Training .
Accommodation (g M) Profile Summary My Org Chart Advanced Search
(t\ Roquest &= viarage suis Views
DA competencies, summery of
‘Ascommadstion and Jour franing
aucst cesemplishmerts information
nyourcurent
proe

Compensation Current
History Documents
$) Upsts o vow
st e performance
vari tock nts for
the current
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63. | Click the Sign out link.

64. | You have completed the topic "Completing the Annual
Performance Appraisal (Employee with Direct Reports)".
End of Procedure.

Reviewing & Acknowledging the Annual Performance Appraisal

Once the appraisal has been reviewed and updated by the Manager, the employee will confirm
acknowledgement of the completed appraisal.

& CONNECT

OEBORAN WISTAXER

woN -

Procedure

In this topic, you will review your manager's rating for your performance appraisal and
acknowledge you have received the completed appraisal.

o( ).
CONNECT
User ID

Selecta Language

English ¥]
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1. Click in the User ID field.

CONNECTed

TR A IKIG LIER N

2. Enter "deborah.whitaker" into the User ID field.
3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

Favortes ¥ | hiain beny # Home | sign out
+» CONNECT
o
Persanalize Content|Layout 7 Help
@ Employee Self Service Links S ov | [Employee Expining Licenses S o~ | B Announcements o=
N No exping lienses inthe next 60 days.
[5# Wy Expiration Dates 3 (0] | | NoCument Amouncemerts.
0 Deserption EnaDate  Daysto EndDate
000000542 Probafon Period End Date 20155623 ECTN
A
i =i
B Alerts & 27 | o, Company Directory S o+
You have no Alers ightnow. Search by Name, Job Tie, Department, or Email
®
ADA ##1 My Org Crart Advanced Search
Accommodation (‘]
Request A=l
Py
Aoorerodation
Reauest
= 1 "% -

Step | Action Notes

6. Click the Main Menu button.

7. Click the Self Service menu.

I Self Senice r

8. Click the Performance Management menu.

| J  Performance Management P|

9. Click the My Performance Documents menu.

| 3 My Performance Documents k |

10. | Click the Current Documents menu.

|_| Current Documents
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Favorites

Main Menu Self S

Performance Management ¥ 5 My Performance Documents. ¥ 5 Current Documentsfi,

TRAINING GUIDE

CONNECT Employee Self Service

#& Home  Sign out

- CONNECT

Current Performance Documents
DEBORAH WHITAKER
Listed are your current performance documents.

Performance Documents

Personatize | Fina | ) B Fist © 1011 @ Last

e R e P e
fonuslPlomenee e nowesgenent (20Z0IS OUIDIS ekl 09092015 CONNE GREEN

New Window | Help | Personalize Page | i

javascript:submitAction win0(document.wind, SEL_DOCUMENT_LINKSO';

Step @ Action [\ [o] {1

11. | Click the Annual Performance Appraisal link.

Annual Performance
Appraizal

12. | Notice the Overview section indicates you have completed the

self evaluation and your manager has reviewed and responded
with their feedback.

Favortes *  Main Menu

& CONNECT

Performance Process o «

“ | Annual Performance Appraisal
Manager Evaluation - Acknowledge

Steps and Tasks S o-

Retumto Curent Documents | Save

DEBORAH WHITAKER
Annual Performance Appraisal

0012015 - 10012015 Overview

»© Complete Seif Evalustion
DueDsie ouzEE1S
= © Review Manager Evaluation
DueDsie 0BZH21S
© Review with Manager
Acknowledge

View

DEBORAH WHITAKER

Manager CONNIE GREEN

Period 020172015
DocumentID 852

Due Date 0912912015

ki

Status Pending Aknowledgement

Employee Data

EmplID 000000842
Department 1001000
Location CO1-CTHSE
PlaniGrade SHS  J05
step 1
Years of Service 26 Years
Yearsin Job 26 Vears
Rating History

0 Months
0 Months

gfory
Selectthe thatyou o Vour the
printad document acknowiedging that the review was held.

# Home

Sign out

Acknowledge

@Pint | ENoty | B Eport

I

I, View Graphical Rating

Section 1 - Competencies

~ Expand | » Collapse
Competency 1: Cooperation and Support
Competency 2: Leadership

Competency 3: Work Quality

javascriptisubmitéction RBET(document,win, TAB_BUTTON ID', PERFFACTAPA#30):

Step @ Action

13.

[ Overall Summary ||

Click the Overall Summary tab.
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14. | Review your manager's ratings.

CONNECTe

TRAMIKIG LIER NET

15. | Click the Acknowledge button to acknowledge you have received
and reviewed the completed evaluation.

Acknowledge

16. | Click the Confirm button.

17. | You have acknowledged your annual performance appraisal.

Click the Home link.

Favorites ¥ v My Page

% CONNECT

Employee Expiring Licenses S o~ || Announcements S ov

No expiring lzenses i the next 60 days

= . No Current Announcemens.
¥ my Expi

S o~

0

000000842 Prot
=

i ooyl g

j Alerts ole 52 Company Directory S o~

You have o Alers right now. ‘Search by Name, Job Tite, Department, or Email

®

4 My Org Chart Advanced Search

Step | Action Notes

18. | Click the Sign out link.

Sign out

19. | You have completed the topic "Reviewing and Acknowledging
the Annual Performance Appraisal”.
End of Procedure.

Acknowledging the Performance Improvement Plan

Acknowledging your performance improvement plan (PIP).
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Performance Improvement Plan
e~ Manager Evaluation - Acknowledge
Step 1

Years of Sarvi

0 || Overan summary

3 - Overall Summary

Manager Rating Excesos Standars

Manager Comments

Procedure

In this topic, you will review your Performance Improvement Plan and acknowledge that you

have reviewed it with your manager.

.( ).

Password

Selecta Language

CONNECT

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle

Step  Action Notes

1. | Click in the User ID field.
2 Enter "connie.abe" into the User ID field.
3 Click in the Password field.
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In
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Favortes ¥ | MainMenu v

CONNECTed

TR AR WG

# Home | Sigr|

- CONNECT

No expiring licenses in the next 60 days

b e D Desarpton _ EndDute Doy toEnd ute
Coreers ntorviow o Personal
T, Cooricouer RO Caiondor Information
p fobe ancmarage w meniews E Summary.
your applications. of applicants in Review a
e ot
e sy
et it

ADA My Current Training
Accommodation [ g M) Profile Summary
(BN reauest &= ninage suas Views
o competencies, summary of
and

ADA
‘Accommodation

your raining
Request sccompishments information.
in your current
profie.

Compensation Current
History Documents

istory for base,
variable, and stock documents for
optons the curent

G) Bl G5 G Ll & o~ | Employee Expiring Licenses S ov Announcements

Timesheet Overtime Absence CONNEGT O T
Repenyur e RN Requests 1 Reauest | |54 my Expiration Dates 5 T niine Training
and tsi detals for iew or scd your View or add
adayweek or (DD overime your sbsence

Tequests

E]%ﬂ) Company Directory

Search by Name, Job Title, Department, or Email

7% My Org Chart Agvanced Search

Personalize Content | Layout 2|

Step | Action otes

6.

Click the Main Menu button.

Main Menu

Click the Self Service menu.
[0 self Bervice k

Click the Performance Management menu.

[J Performance Management ¥

Click the My Performance Documents menu.

[0 My Performance Documents 3

10.

Click the Current Documents menu.

Ij Current Documents

Favortes ¥ | MainMenu v Self Service ™ Performance Management ~ My Performance Documents ¥ Gurrent Documents|

4 Home | Sign out

<~ CONNECT

Current Performance Documents
CONNIE ABE

Listed are: your current performance documents.

Performance Documents Personaize | Find | &) B
Document Type Document status Period Begin Period End  Job Tite Next Due Date
Performance

e i Pending Acknowleagement  D012015 12312015 Trust Assistant 12312016

New Window | Help | Personalize Page | B

First ® 10f1 ® Last

Manager

CONNIE GREEN
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11. | Click the Performance Improvement Plan link.

Performance
Improvement Plan

CONNECTed

TRAMIKIG LIEAM

12. | Notice the "Acknowledge" indicator is yellow. Once you have
acknowledged the performance improvement plan, the indicator
will turn green.

Favoris ¥ | ManMenu v > SeliSenice ¥ > Periomance Management ¥ > My Periormance Documents ¥ >  Curent Documents A Home | Signout
+» CONNECT
o
o « |
Performance Process Performance Improvement Plan Retum to Current Documents | Save | [ Acknowledge
Steps and Task 2 ov R
eps and Tasks s Manager Evaluation - Acknowledge GPrint | EINelTy | ] Exp0rt
CONNIE ABE CONNIE ABE
Performance Improvement Plan Job Title Trust Assistant Manager CONNIE GREEN
e Template Document D 903
Gheckpoint 1 ‘ Status Pending Acknowledgement Due Date 1273172015
DucDete 11082015
*)@ Finaizs Criteria r
oete 11000t Employee Data

EmplID 0000037338
Department 1001128
Location CO1-CTHSE
Plan/Grade SSS  J08
step 1
View Years of Service 6 Years 11 Montns

Review Manager Evaluation
DueDate 12312015

@ Review with Manager

Acknowledge

YearsinJob 6 Years 11 Montns '
Rating History

‘This document is currently waiting for your acknowledgment,

Select the Acknowiedge button to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the
printed document acknowledging that the review was held

Goals || Leaming || Overall Summary

Section 1 - Employee Goals

= Expand | [y, Collapse

Goal 1: Need SQL

Step @ Action Notes

13. | Click the Vertical scrollbar to move down the page.

14. | Review the Manager Rating.

15. | Click the Learning tab.

16. | Review the Manager Rating.

17. | Click the Overall Summary tab.
| Owerall Summary |

18. | Review the Manager Rating.

19. | Click the Acknowledge button.
Acknowledge
20. | Click the Confirm button.

21. | Notice the "Acknowledge" indicator is now green.

22. | Click the Home link.
# Home
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Favorites ¥ | Main Menu ¥

CONN

# Home

Sign out

- CONNECT

G) Employee Self Service Links
Timesheet
Regort your e
and task detals or
2 day, week, or
i period

Careers
Gareers site o view

Interview
DA Calendar
jobs and manage View intervews

Your appis sions

of spplcans in
hich you are

sehedied o
partiipate.
ADA My Current
Accommodation [ g M) Profile
(BN Reauest A= virage sus
o competencies,

ADA
‘Accommodation
t

Request sccompishments
in your current

profie.
rrent

Currer
Documents
Uge w
Yo

pe

Compensation
History

variable, and stoc doc v
optons. the current
peiod

Employee Expiring Licenses

No expiring licenses in the next 60 days

[E# Wy Expiration Dates

Personal
Information
Summary
Review a

mmmmm ry of
your personal
information.

Training
Summary

your raining
information.

Personalize Content | Layout
Announcements S

S ey

*+  CONNECT Online Training

S ev

ID Description  End Date  Days to End Date

Eg_b Company Directory c

Search by Name, Job Title, Department, or Email

5% My Org Chart Advanced Search

Step | Action [\ [o] {1

23. | Click the Sign out link.

24,
Improvement Plan".
End of Procedure.

You have completed the topic "Acknowledging the Performance

Reviewing Completed Performance Documents

Once a performance document is completed, it becomes a part of your performance history in

CONNECT. You can view all your historical documents.

% CONNECT

Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.

Performance Documents

Document Type Document Status
Performance Improvement

Plan Completed

Period Begin

08/15/2015

Personalize | Find | \ @

Period End  Job Title

10/31/2015  Judiciary Clerk Il

First (& 10of1 (&) Last

Manager

DEBORAH KIEL

Procedure

In this topic, you will review a completed performance improvement plan.
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o ®
(CONNEQT

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

Enter "elizabeth.williams" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | MainMenu v

& CONNECT
Morylandudiciary Persanalize Content | Layout ?)

G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days

# Home | Sigr|

Timesheet Overtime

"oty /@, Roauests ' Wy Expiraton Dates e « CONNECT Oniine Training

and task defaiks for View or add your

adayweek or (DD overime

time perod requests. ID Description  EndDate  Days to End Date

Careers Interview on_ Personal

Carcerssictoview NI A Calendar Information

jobs and manage View interviews E Summary E]%ﬂ) Company Directory c

your spplcsiors. of applicants in Review s
whehyouse  summa ry of
stheduisd to your personal ‘Search by Name, Job Title, Department, or Email
partiipat. information

My Current Training

ADA

Accommodation [ g M) Profile Summary My Org Chart Advanced Search
(/ Request &= viarnage sias. Viewa

o competences summary of

ADA
‘Accommodation your raining
Request information.

Compensation
: E

nd
sccompishments
in your current
profie.

Curent
[

)

Step Action

6. Click the Main Menu button.

Main Menu ~
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Step | Action [\ [o] {=1

7. Click the Self Service menu.
[d  Self Service k

8. Click the Performance Management menu.

[J Performance Management ¥

9. Click the My Performance Documents menu.
My Performance Documents 3

10. | Click the Historical Documents menu.

Ij Historical Documents

11. | Once a document is completed, it becomes a part of your
performance history.

This page will show all your historical performance documents.

Favorites ¥ Main Menu ¥ Self Service v

Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.

Performance Management + My Performance Documents ¥ Historical Documentsf|

A tome | sign out

New Window | Help | Personalize Page | B

Performance Documents personaiize | Fina | @] B Arst @ 1011 @ Last
Document Type: Document Status Period Begin Period End  Job Titie Manager

Step | Action

12. | Click the Performance Improvement Plan link.

Performance Improvement
Plan
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Favorites ¥ | MainMenu ¥ Self Service ¥ Performance Management ¥ My Performance Documents ¥ Historical Documentsf

< CONNECT

«
Performance Process ° Performance Improvement Plan

Manager Evaluation - Completed
ELIZABETH WILLIAMS

Overview >
»@ Fiaize Citeria

090672015 Employee Data

Steps and Tasks S o~

ELIZABETH WILLIAMS
Performance Improvement Plan
08/1512015 - 103172015

Job Title Judiciary Clerk 1l
Document Type Performance Improvement Plan
Template

Of ]
Checkpoint 1 Status Completed

DueDate DuIDB2015

EmplID 000002738
Department 0467108
Location C&7-CLERK
Plan/Grade SSS  J07
step 1
Years of Service 10 Years

= @ Review Manager Evaluation
DueDate 10312015
View

0 Montns

YearsinJob 10 Years 0 Montns

Rating History

The document status is Completed.

Goals || Leaming || Overall Summary

Section 1 - Employee Goals

~ Expand | [y, Collapse

Goal 1: Excel Class

Goals Summary

- - o

Manager DEBORAH KIEL
Period D8/15/2015 -
Document ID 852
Due Date 1031/2015

TRAINING GUIDE
CONNECT Employee Self Service

A Home | Sign out

Retum to Performance Documents History

GPrint | EINotity | By Export

103112015

i

Step @ Action [\ [o] {1

13.

Click the Expand link.

14.

Click the Vertical scrollbar to move down the page.

15.

Review the Manager Ratings.

16.

Click the Learning tab.
Leaming

17.

Review the Manager Ratings.

18.

Click the Overall Summary tab.
| Owerall Summary |

19.

Review the Manager Ratings.

20.

Click the Return to Performance Documents History link.

| Feturn to Performance Documents History
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Favorites ¥ Main Menu v SelfService ¥ > Performance Management ¥ > My Performance Documents ¥ > Historical Documentsf| # Home | Sign out

% CONNECT

New Window | Help | Personalize Page | B
Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.
Performance Documents Personalize | Find | @] B First (@ 1011 @ Last
Document Type: Document Status Period Begin Pericd End  Job Titie Manager

Step | Action

21. | Click the Home link.
#& Home

Favories ™ Main Menu ¥

< CONNECT

(6) Employee Self Service Links o o~ | Employee Expiring LicensesC &+ Announcements S v

Timesheet Overtime Asence
Reportyourtme /@)y Requests Request = GONNEGT Online Training
and tosk detits or View or acd your 1 View o a0d <
siayweskor (DD ovrime you shsence
Toquests

ime peried requests. [E# My Expiration Dates © &+

Careers Interview personal ID Description End Date  Days to End Date
Careerssietoview (NI A Calendar Information
jobs and menage View interviews E Summary é‘g‘h Company Directory c ov
your applic tions. of applicants in Review a
which you are

Sign out

Personalize Content | Layout 2 Hep

summary of
Scheduled o your personal
partiipate. information.

ADA My Current Training
Accommodation &=I Profile Summary

( Request Manage skils Views
ADA competencics summary of

‘Accommodstion your training
est sccompiishments information.

in your curer

profic.

Compensation Current

History Documents
$ ) Roien Upiteor view

compensation your

performance

history for base,
variable, and stock ocuments for
fons. the current
period.
B i ]+

Step | Action

22. | Click the Sign out link.
Sign out

23. | You have completed the topic "Reviewing Completed
Performance Documents".
End of Procedure.
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Managing Employee Performance Notes

Throughout the evaluation period, you can create a record of events, activities, and
accomplishments that you can later use when completing your performance evaluation.

< CONNECT

Maryland Judiciary

E] My Performance Notes

Instructions

{%! Selection Criteria

Notes From [EH Through [EH
Search Add a New Note
Your existing Performance Notes Personalize | Find |
Select Subject Created
= Peoplesoft 08/12/2015 5:57PM
Procedure

In this topic, you will enter performance notes that you can later use to complete your
evaluation.

o ®
(CONNEQT

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Orack

Step @ Action Notes

1. Click in the User ID field.

Enter "elizabeth.williams" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favortes ¥ | MainMenu v

CONNECTed
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# Home |

£ CONNECT

G) Employee Self Service Links

prot
Compensation Curent
s History Documents
Revie Uge -
comper Yo
s pe

variable, and stoc doc v
optons the curent
peiod

& o~  Employee Expiring Licenses c ov Announcements
No expiing lienses in the next 60 days
Timesheet Overtime Absence
Repenyur e /@, Reauests Reauest | |54 my Expiration Dates 5 T «  CONNECT Online Training
and task detals or View or ack your View or add
T @ O | ] [
i period request requesis ID Description End Date _Days to End Date
Careers Interview o Personal
Careers st o vew DA ca Information
jobs and mansge Ve s Summa Company Directos
O Emm e (A=) 583 Convem Oy
nhyouste | summer ry of
scheduedto your personal Search by Name, Job Title, Department, or Email
partcipat. informaion
ADA My Current Training o
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
(I Request &= viarnage sias. Viewa
ADA compelences, summary of
‘Aczommodation an yourtraining
Request ishments infematon

Personalize Content | Layout

®

Step | Action [\ [o] {1

6. Click the Main Menu button.

Main Menu ~

Click the Self Service menu.
[0 self Bervice

Click the Performance Management menu.
=]

Performance Management

Click the Performance Notes menu.

B

Performance Motes

10.

You can add a new note or review and edit an existing note.

Favorites ¥ | MainMenu ~ Performance Management ~ Performance Notes

2. CONNE

4 Home | Sign out

o
@ My Performance Notes
Instructions

{¥}Selection Criteria

Notes From El Through &l
Search Add a New Note
Your existing Performance Notes Personalize | Find | (1
Select Subject Created
o Peoplesoft 08/1212015 55TPM
Select Al Deselect Al

New Window | Help | Personaiize Page | B
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Step @ Action
11. | Click the Add a New Note button.

| Add a New Note |

Performance Management ~ Performance Notes

New Window | Help | Personaiize Page | B

Created 08/27/2015 12:03PM
Creator ELIZABETH WILLIAMS
Updated

Updated By

Subject

Note Text Y

save

Retum to Performance Note Selection

Step  Action Notes

12. | Click in the Subject field.

13. | Enter "Overtime" into the Subject field.

14. | Click in the Note Text field.

15. | Enter your performance notes in the Note Text field.

For this example, the notes have been entered for you.

16. | Click the Save button.
| Save |

17. | Click the Return to Performance Note Selection link.
|Re:urn to Performance Mote Selec:ion|
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Favorites ¥

5y

Main Menu ¥ Performance Management ¥

My Performance Notes
Instructions

Selection Criteria

Performance Notes

Notes From ] Through B
Search ‘Add a New Note
Your existing Performance Notes Personalize | Find | G
Select Subject Created
] Overtime 0872712015 12:03PM
] Peoplesoft 08/1212015 557PM
Select Al Deselect All

TQONN ECT@-E!

TR AR WG

# Home | Sign out

New Window | Help | Personalize Page | B

Step | Action [\ [o] {1

18. | Click the Peoplesoft link.

Feoplesoft

19. | Review the existing notes.

Favortes ¥ | ManMenu ~ vice ¥ >

¥ CONNECT

Performance Notes - Add/Update Notes

Performance Management ~

Tinstructions
Selected Performance Note

Applications

Subject [Peaplesoft

Note Text 1 am working on improving my peoplesoft skills

save

Retum to Performance Note Selection

Performance Notes

Created 021212015 5:57PM
Creator ELIZABETH WILLIAMS
Updatea

Updated By

=Y

4 Home | Sign out

New Window | Help | Personaiize Page |

Step | Action

20.

Click the Home link.
#& Home

Page 118



CONNECTed

TRAMIKIG LIEAM

Favortes ¥ | MainMenu v

< CONNECT

(5) Employee Self Service Links & o~ Employee Expiring Licenses

Absence
Request

your 1 View or add
your shsence
requests

No expiring licenses in the next 60 days

Timesneet overtme
iicrion SRR N
P i

b bl oW Yorich

pEs

[E# My Expiration Dates

time period. 1D Description End Date Days to End Date

Career: Interview o Personal
Careers site to DA c Information

p s Vi . E Summary

n Review s

mmmmm oy of
s Jour perionsl

pertiipate. nformaton

ADA My Current Training
Accommodation [ g M) Profile Summary

(BN Reauest &= vnage suas Views

ADA competencies, summary of
Acconmodation Jourtaning

Reauest = ents riormaton

Compensation
History

Curent

Documents

v -
tock

optons

& v
the curent
peiod

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Signout

Personalize Content | Layout 2 Help
Announcements s ev
Eg_b Company Directory c o~

Search by Name, Job Title, Department, or Email

5% My Org Chart Agvanced Search

Step @ Action [\ [o] {1

21. | Click the Sign out link.

22.
Notes".
End of Procedure.

You have completed the topic "Managing Employee Performance

Applying for Jobs

Through CONNECT self-service, employees can view job postings and apply for jobs online.

Upon completion of this module, you will be able to:

e Applyforajob

e Save job search criteria

e Save jobs to favorites

e  Withdraw an application

e Accept or reject a job offer
e Sendajobto a friend

e Refera friend

e Notify applicants of jobs
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Searching and Applying for a Job-Employee

CONNECTed

TRAMIKIG LIERNET

Applying for a Job -Internal Employee

As a current employee you have the ability to search jobs though the self-service careers page
and apply online. As a current employee CONNECT will automatically include your basic
information such as, name, address, email, phone numbers, etc., to your application and
therefore simplifying your process.

Job Search

Filter by

Location
Annagols 2ees (16)

Oeparman:
M sz (16)

| 00 Famiy: Securty | Losaman: AMMIGHs: Area | POSTSa DItk 12132055

ivascriptssubmitiction winbldacument.wind, ZICSetFieldHRS_APP_SCHIOB, HAS_JOB_OPENID_PEAN24:

0548 Cout | LAGIKGA: Anieess e | Pasted D 08142115

IS TINES | e Ry Off S o] LOSSRAIN: ASRAGs A3 | POSIEA Dot 05132015

Sigresd I 8 RESECCA

SortBy Pories Cote (1]

ot 0 vasas & L

w0E v

Procedure
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.( ).

CONNECT

User ID

Password

Selecta Language

English ¥

W Enable Accessibility Mode

Set Trace Flags

‘Copyright © 2000, 2014, Oracle andlor s affliates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "jeffery.qualey" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Favories ~ # Home | sign out

% CONNECT

Personalize Gontent | Layout 7 tep

o~ | [@An ments s o
— = CONNECT Oniine Training
ﬁ‘é’o Company Directory < ov
Search by Name, Job Tite, Department,or Emai
¢ My Org Chart Advanced Search
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Step ‘ Action Notes

6. Click the Main Menu button.

7. Click the Self Service menu.

CONNECTed

TR A IKIG LIER N

1 s&f Senice r

8. Click the Recruiting menu.

[J  Recruiting ¥

9. Click the Careers menu.
|J Careers

A& Home  Sign out

ob Search | My Nolfications | My Aciiies | My Favorie Jobs | My Saved Searches | My Contact Information ioned I 2
Job Search Job Search | My Notifiat My A My Favorite Jobs | My Saved Searches | My Contact Inf Signed In as JEFFERY
Keywords, Searen s
Filter by P
Seareh Reset Search | | Save Search | More Options
Location
Allegany County (18)
Annapais Area (1) Apply Without Selecting 2 Job L
Baltimore County (2) r
Frince George's County (1) 29 maiches found sortey[posisdbaie 5]

Search Results Fist (4 1250128 (b Last
Department

Novaie (32) [ Adminisiratve Asst1- 1091

| Posted Date: 03/052015

Job Family [ Ao
Office Support (15)
Gourt Operations-All Cou..(10)
Legal (3) a o Il

Information Technology (2)

‘Gourtroom Clerk - 1081
| Posted Date: 077202075

| Posted Date: 06/202075

Adminisirative Asst |- 1068

Job Posted In in
| Posted Date: 06/222075

(=]
[F] Courtroom Cierk - 1074
(=]

2015 (32)

=]

Administrative Asst | - 1069
| Fosted Date: 06/222015

[ Recordaton Clerk - Lead - 1067
| Posted Date: 00/222015

) ot Gt 1066 -

Step ‘ Action Notes

10. | Click in the Keywords field.

11. | Enter "Clerk" into the Keywords field.

12. | Click the Search button.

13. | Click the Vertical scroll bar to move down the page.

14. | Click the Judiciary Clerk - 1010 link.
Judiciary Clerk 11 - 1010 |

15. | Click the Apply button.
| Apply |

16. | Click the Checkbox indicating you have read and agreed to the
above terms and agreements.

[
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17. | Click the Next button.
Mext ¥

TRAMIKIG LIEAM

18. | When applying for a job, you can attach a resume, copy and
paste your resume, or apply without a resume.

Please note that if you attach or paste your existing resume, you
will still be guided through each section of the application
(education, work experience, etc.) to enter your details.

[ — Sef Senvice Car # tome  Signout

- CONNECT

O O 0 0 O0—b
Siart Resume Education Work Experience  Questionnaire Referrals Add Reference
Exit Savefor Later | | | ¢ Previous Net )
Resume - Step 2 o 8
Applying for- Judiiary Glerk I
Resume Options
Attach Resume Provide us with yourresume
Gopy & Paste Resume. Gopy and paste your resume
1 Apply without a resume
Bt | [SaveforLater| | [ Previous Ned )

Step @ Action

19. | Click the Apply without a resume object.

Favorites ~  Main Menu Self Sevice ~ Gar A& Home  Sign out

> CONNECT

0 0 0 0 0—a
start Resume Education Work Experience  Questionnaire Referrals Add Reference
Edt | | Saveforlster | | | ¢ Previous Next )

Resume - Step 201§
Applying for- Judiciary Clerk Il

Resume Options.
Provide us with your resume.
Copy ana paste your resume

] Apply without  resume

Exit Save for Later | | | ¢ Previous Nedt )
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Step ‘ Action Notes

20. | Click the Next button.
Mext 9

21. | Click the Add Degrees button.
Add Degrees

22. | Click in the Date Acquired field.

23. | Press [Backspace].

24. | Enter "05/31/2005" into the Date Acquired field.

25. | Click in the Degree field.
| |

26. | Enter "bs" into the Degree field.

27. | Click the BS object.

28. | Click the Save button.

I Save |

29. | Click the Next button.
Mesxt b

30. | Click the Add Work Experience button.
| Add Work Experience

31. | Enter "03/13/2006" into the Start Date field.

32. | Click in the Employer field.
| |

33. | Enter "Admin Office of the Courts" into the Employer field.

34. | Click in the Ending Job Title field.

35. | Enter "Employee Relations Clerk" into the Ending Job Title field.

36. | Click in the Supervisor field.

37. | Enter "Davy Glenn" into the Supervisor field.

38. | Click in the Supervisor Email field.

39. | Enter "davy.glenn@aoc.gov" into the Supervisor Email field.

40. | Click in the Supervisor Phone field.
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41. | Enter "410-260-0000" into the Supervisor Phone field.
42. | The "OK to contact" checkbox will be auto selected.
43. | Click in the Description field.
44. | Enter "Employee Relations Clerk duties as assigned. " into the
Description field.
45. | Click the Save button.
| Save |
46. | Click the Next button.
Mext ¥
47. | Not all Job IDs will have the same questionnaire. Some may have
only one question, some may have up to five questions.
In this example, there is only one question.
48. | Click the Yes option.
49. | Click the Next button.
Mext s

‘Self Senvice ¥

3 coNN,E.‘,,HT

Referrals - Step 6 of &
Applying for: Judiciary Clerk I

Referrals

Exit Save for Later | | | ¢ Previous Nedt

Action

50.

Click the button to the right of the How did you learn of the job?
field.

I =]

Page 125



TRAINING GUIDE ‘f
CONNECT Employee Self Service QONN EEETE

Favortes ¥ MainMenu ¥ SeffSenice ¥ 5 Recruiting ¥

- CONNECT

Referrals - Step 6 of 8
Appling for: Judiciary Clerk I
Referrals
How did you leam o

Specific Referral Sou

Step ‘ Action Notes

51. | Click the Posting list item.

|=-::sting |
52. | Click the Next button.
Mext )

53. | Click the Add Reference button.
| Add Refersnce

54. | The "Add Reference" page will autopopulate the Reference Type
to "Professional". Please make the correct selection for
"Reference Type".

55. | Enter "Joan Daewood" into the Reference Name field.

56. | Click in the Title field.
I |

57. | Enter "Manager" into the Title field.

58. | Click in the Employer field.
I !

59. | Enter "Acme Company" into the Employer field.

60. | Click in the Phone field.
| |

61. | Enter "410-555-6632" into the Phone field.

62. | Click in the Email Address field.

63. | Enter "joan.daewood@123.com" into the Email Address field.

64. | Click the Save button.

| Save |
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65. | Click the Next button.
Mext ¥

66. | Click the Vertical scroll bar to move down the page and review
application.

67. | Click the Submit Application button.
Submit Application

68. | Once you have submitted your application, CONNECT will not
allow you to edit it for that Job ID.

69. | Click the Home link.

Favorites ¥ Main Menu ¥

- CONNECT

*  CONNECT Online Treining

Days to End Date

ﬁ_%D Company Directory S o

Search by Name, Job Tite, Department, or Email

Awmyogchat  Advanced Search

Step @ Action [\ [o] {=1

70. | Click the Sign out link.

71. | You have completed the topic "Applying for a Job-Employee".
End of Procedure.

Save Job Search Criteria

You can perform job searches in CONNECT, save the search criteria to be used at a later date,
and be notified via email if a new job is posted that meets your saved search criteria.
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- CONNECT

Save Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Gontact Information
Select the checkbax and enter an email address if you want the search results for this saved search to be emailed to you
My Saved Search

*Name My Search [CLERK Il

[¥] Notify me when new jobs meet my criteria
*Send email notification to| jennifer.northcraft@mdcourts.gov

Save Search

Current Saved Searches

Search Name Created On Notification Email

CLERK SEARCH 08/18/2015 Jennifernortheraft@mdcourts.gov

* Required Information

Retum to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Procedure

In this topic, you will search for a job and save your search criteria to be used at a later date.

.( Do

CONNECT

Selecta Language

English “l

W Enable Accessibility Mode

Set Trace Flags

Copyrioht © 2000, 2014, Or:

Step | Action Notes

1. Click in the User ID field.

2. Enter "jennifer.northcraft" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In
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# Home | Sign out

- CONNECT

Personslize Cortert | Layot 7 Help
(@ Employee Self Service Links o o~ | [Employec Expiring Licenses S o~ | [E Announcements S ov
A\ No expiing lsenses in the next 60 days
Timeshest Overtine Absence ComEc o
Reccyorime /@y Requests Request | e . rilne Traring
st L7 vermo | ] fuerema || # Wy Expiration Dates ole
seorsco | @D o o seeeree
ime paros e et P Desrinion EndDste  Daye to EndDate
000003238 Probstion Perod End Date 2015001 11
Careers nterview Person
Goreers st vew Calondar E nformation =
oo e marage Vewiririers Summary Company Directory S v
p o e e Summer 568
which s se Syt
crecues o o perso Scarch by Name, Job Tite, Department, or Emai
parsopte Fortaton _
®
ADA My Curent Training
‘Accommodation W) prosie Summaty My Org Chart Advanced Search
Request &= vansge suas. Views
G compatensies sy o
pre— o Jou vt
sl frr— Formatn
iy o
Jas
Compensation Curtent
History Documents
S ) reven Ui or vau
Comparsatin yor
ey 1o ase. Faformance
vaiaie ani Commerts o
e e
=

Action

6 Click the Main Menu button.

7 Click the Self Service menu.

d  Self Senice r

8 Click the Recruiting menu.
| d  Recruiting ¥

9 Click the Careers menu.

| 2] caree

Favorites ¥ Main Menu ¥ ‘Self Senvice ¥ #& Home Sign out
+»» CONNECT
+
Job Search Job Search | My Notfcations | My Actites | My Favorie Jobs | My Saved Searches | My Contact Information Signed Inas JENNFER
§ Keywords
Filter by Sesrch Tips
Search Resel Search | [ Save Search |  More Opiions
Location
Annapolis Area (16)
Jy Without Selecting a Job. (7
Department Aosly N
No Value (16) 16 matches found Sort By [PostedDele_[3]
Search Results First 4 1160716 * Last
Job Family
Court Operstions-All Cou. (12) [ dudciary Clerkil - 1010
N artment; DG 53. Rent | Job Family: Cou 10| Locstion: oarnats
Finance (1)
Legal (1) B Judiciary Clerk Il - 1023
Office Support (1) rtment: DC 74- Courtrsom/Civil | Job Family- Caurt Operstions-All Caurt i | Location: Annapolis Ares | Posted Date: 02/142015
Securiy (
[ Judiary Clerk 1 - 1024
ton Function riment: DG 74- Courroom/Cav | Job Famiy: Court Operstons-Al Caurt M | Location: Aniapols Ares| Posted Date: (8142015
Gase Processing (5) [ dudciaryGlerk - 1014
Mixed Duties (3) G 74 Courtroom/Cav | Job Famiy: Caurt Operstions-AllGourt | Loction: Amapois Arsa | Posted Date: 01372015
Cletial @) Judi Clerk Ill- 1017
udiciary Clek - L
Fiscal (1) o o2t | Location: Annpois Ares | Posted Date: 081132015
Legal Affsirs (1)
More. [ dudiary Cer - 1018
€2 24 Juvene | Job Famiy: Coust M | Location: Annapots Area | Posied Date: 0BH/2015
Job Posted in Judi Clerk il - 1020
uiciary Clrk -
2015 (16 51 Department: CC 2+ ury| Job Famity: Court Operaions-All Court | Location: Annapols Area | Posted Date: G3132015
[ Recoraston Cerk - 101
v GG 24 Lana Reserds | Job persions-Al Cout | Locations Annagois Avea | Psted Date: 8132015
] Spesia Poice Offcer 1015
tment. OC Sitmore Ciy | Job Famity: Sacusty | Losation: Amspais Area | Posted Date: 091372015
[ Summer e - 1015

Department: DC 74- GriminalTrafic| Job Family: Offce Support | Location: Annspolis Area | Posted Date: D3/132015

Step @ Action
10.

Enter "clerk iii

into the Keywords field.




TRAINING GUIDE ‘f
CONNECT Employee Self Service QONN EEETE

Step ‘ Action Notes

11. | Click the Search button.

12. | Click the Save Search button.

13. | Notice there is an existing search that was created at a different
time.

14. | Click in the Name My Search field.
I |

15. | Enter "Clerk lll" into the Name My Search field.

16. | You can choose to be notified when a new job is posted that
meets your search criteria.

17. | Click the Notify me when new jobs meet my criteria checkbox.

||:| Motify me when new jobs meet my criteria

18. | Your email will populate automatically when you select the
Notify me checkbox.

19. | Click the Save Search button.
| Save Search |

20. | There are now 2 searches saved.

21. | To access your saved searches later, click the My Saved Searches
link.

This link is visible on most of the Career pages in CONNECT.
22. | Click the Home link.

Persanalize Content | Layout
S o~ || Announcements S o

2 Help

*  CONNECT Online Treining

512z, Company Directory S o~

Search by Name, Job Tite, Department, or Email

Awmyogchat  Advanced Search

0%~

Page 130



CONNECTed

TRAMIKIG LIER ART

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action Notes

23. | Click the Sign out link.

End of Procedure.

24. | You have completed the topic "Save a Job Search Criteria".

Saving Jobs to Favorites

CONNECT allows you to save your favorite jobs.

My Favorite Jobs

Select Job Title to review the job details. You can apply for multiple: jobs by chacking sach job and selecting the Apply for Selested Jobs button

Favorite Jobs

Retumn fo Previous Page

Job Title JobID  Location Status Job Family Posted Date  Saved Date
[l CONNEGT Technical Analyst 1016 Annapolis Area Open Security 08/1312015  08/3172015
Apply for Selected Jobs. Remove Selected Jobs Refer a Friend

Job Search | My Nuhﬁcalionse | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Procedure

In this topic, you will save a job opening to your Favorites.

Password

Selecta Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or ts affiates. Al rights reserved.

Step  Action Notes

1. Click in the User ID field.

Enter "isha.beazer" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step | Action

5. Click the Sign In button.
Sign In

Favorites ¥ | Main Menu v

% CONNECT

vvvvvvvvvv Judiciany

Personalize Content | Layout 2|

Employee Expiring Licenses c ov Announcements S

Noexpiring
£ Wy Expiration Dates 5 T No Current Announcements.
. = <

. ID Description  End Date  Days to End Date

ses in the next 60 days

Eg_b Company Directory c
Search by Name, Job Title, Department, or Email
5% My Org Chart Advanced Search

P

Step | Action [\ [o] {1

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
[0 self Bervice k

8. Click the Recruiting menu.
0  Recruiting 3

9. Click the Careers menu.
|_11 Careers
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Favortes ¥ | ManMenu v Self Service ¥

- CONNECT

Recruiting ¥ Careers # Home | Sign out

Job Search Job Search | My Notfications €) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as ISHA,
y Keywords | Searen Tios:
Filter by
Search Resel Search | | Save Search | More Oplions
Location
Allegany County (20)
Annapolis Area (11) Apply Without Selecting a Job (2
Baltimore County (2)
Prince George's County (1) 31 matches found Sort By Posted Date =]
Search Results Fist @ 1250131 @) Last
Depariment Administrative Asst 1 - 1091
ministrative Asst |- L
Novalue (34) B | Posted Date: 050572015
Job Family [ Acminsiatie Asst - 1060
Offce Support (16) | Posted Date: 080472015
Court Operations-All Cou.(11
outt Operations Al Cou (1) [ Adminsiatve Asst - 1035
Legal (3) | Posted Date: 07/30/2015
Information Technology (2)
Secuity (2) [ Administative Asst1 - 1080
| Posted Date: 07202015
Job Function Adminisirative Asst IV - 107
Administrative Support (25) 1 Posted Date: 07202015
Legal Afiais (3)
Secuty 2 Courtroom Clerk - 1081
ve B0 postea pate: 07202015
Technicians (2)
Case Processing (1) [7]  Courtroom Cleri- 1074
More.. | Posted Date: 0673012015
Administrative Asst |- 1068
Job Posted in 1 postea pate: 0s222015
2015 (34)
. _ ser1_ 1m0 . )

Step | Action

10. | Click the Vertical scrollbar to move down the page.

Favorites ¥ | MainMenu v Self Senvice ¥ Recruiting ¥ Careers 4 Home | Sign out

% CONNECT

Administrative Asst| - 1034
| Posted Date: 0/102015

CONNECT Technical Analyst - 1046
| Posted Date: 06/102015

Law Clerk - 1048
| Posted Date: 05/10/2015

Administrative Asst | - 1026
Department: Facilties Adminisiration | Job Family: Facilties Admin / Capital Prj | Location: Annapolis Area | Posted Date: 061022015,

Department: DC

| Job Family: C: Court 1| Location:
Bailff - 1027

Department: DC | Job Family: C:

Court 1| Location:

Courtroom Clerk - 1028
| Posted Date: D6/22015

Judiciary Cler I1 - 1021
Department: DC | Job Family: C: Court 1| Location:

Adminisirative Asst | -Contractual - 1018
ient; G 24- Juvenile | Job Family: Gourt Operations-All Gourt vl | Location: Annapolis Area | Posted Date: 05/29/2015

(=]
a
=]
o
[7] Administratve Asstl - 1022
=]
a
a
a

{77 CONNECT Tecnnical Analyst - 1016
Department: DG Balimore Gity | Job Family: Security | Location: Annapolis Area | Posted Date: 0512912015

[y Specil Poice Offcer | Temp - 1017
Department: CC 24- Civil Assignment | Job Family: Court Operations-All Court | Location: Annapolis Area | Posted Date: 05/26/2015. =

Apply for Selected Jobs Refer a Friend
Apply Without Selecting 2 Job (2

Job Search | My Notiications @ | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information -

gl i ’

Action

11. | Click the Add to My Favorite Jobs button for the CONNECT

Technical Analyst position.

12. | When selected and added to your Favorites, the Star turns

yellow.

13. | Click the My Favorite Jobs link.

| MWy Favorite Jobs |

14. | Notice the job saved to your Favorites.
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15.

This link is visible on most of the Career pages in CONNECT.

To access your Favorite jobs later, click the My Favorite Jobs link.

16. | Click the Home link.

Favorites ™

Main Menu

% CONNECT

4 Home | Sign out

6) Employee Self Service Links Employee Expiring Licenses

‘Accommodstior and
Request

chchch plshments
in your current
profic.

Compensation

Current
History

Documents

e
&

Review
compensation
base,

~ o o~ | [E Announcements
No expiring licenses in the next 60 days

Timesheet ® Overtime Absence o Curent A )

Report your time Requests Request | | [ i = o o Gurrent Announcements.

siicon SO i | ] |eress | B weemionnies o o

sooyestor (DD overime you shsene

tme perod requesis. requests. ID Description  EndDate  Days to End Date

Careers Interview o Personal

Careersstetoview (NI A Calendar Information
p m ZZZQ:S:E? View s E mmary g Company Directory

s Search by Name, Job Title, Department, or Email

ADA My Current Training -

Accommodation =I Profile Summary My Org Chart Advanced Search
( Request

ADA

Personalize Content | Layout

®

17. | Click the Sign out link.

Step | Action [\ [o] {1

18. | You have completed the topic "Saving Jobs to Favorites".

End of Procedure.

Withdrawing Your Job Application

If you no longer wish to be considered for a job, you can withdraw your application.
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& CONNECT

My Activities.

Applications
b Tite

aficory Gl |

iy Cleck

Sty Cleck

iy Clesk

Sty Check

sty Cleek

Rasmes
You 20 1t e any eavec remmes.

Cover Lettars and

nments
Yo have pot edded any stachments.

rrp—.

Rituen i Frevious Page

034

s

T

Sigresd i 8 RESECCA

w0E v

Procedure

In this topic, you will withdraw an application that you previously created.

.( Do

CONNECT

User ID

Password

Selecta Language

English

B Enable Accessibility Mode

Set Trace Flags

‘Copyrioht © 2000, 2014, Oracle andlor s afflates. Al righis reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "rebecca.miller" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

SignIn
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Favortes * | Main Menu + 4 Home | Sign out
+»» CONNECT
~
Personaize Canlent [ Layout 7 e
@ Employee Seif Service Links S o | [Employee Expiring Licenses & o~ ||B Amnouncements s o-
A} No expiring ficenses in the next 60 days
Timeshoet ®, S Absence e o
Repryou me Requests Reawest | |5 e . ine Trsning
S O[] i (B e e N
acaywescor (DD overime your bsenoe
e — e Deserption Daye to Enc e
000005235 Probeton Perod End Dste 20150891 1A
Careers nteriew Personal
| o =R L) = -
jobs and manage View interviews. Summar ‘Company Director < ov
ool w E= IO T
iy =
iy s Seareh oy Name, oo Tite, Degartmen,or Emai
pocoed (e
oA Traring
Accommodation Summary <4 My Org Chart Advanced Search
Request e
G Sty
Eotemeaseicn s
iy [

Compensation
History

) e Sesimere,
e e

istcey for base. perormance

varatle. and sock Gonumenis o
e ourent
pe

Action

6. Click the Main Menu button.

7. Click the Self Service menu.

O selif Sewice 3

8. Click the Recruiting menu.
| &= Recruiting k

9. Click the Careers menu.

| IJ Caree:

Favortes ™ Mai Menu SelfSenice » 5 Recnting #Home  Signout
+» CONNECT
+
Job Search Job Search | My Notiations ) | M Acivises | My Favore Jobs | My Saved Searches | My Contact nformation Signed in s REBECCA
y Keywords Searn Ty
Filter by I Search Tips
Searth Reset Search | [ Save Searth |  More Options
Location
Annspolis Area (16)
Apply Without Selecting 3 ob (7
partment PRy N
No Value (16) 16 metches found Sort By [Pasted Date__[3]
Search Results First 4 1-160f 16 » Last 5
Job Famil
‘Court Operstions-Al Cou.(12) [ dudiciary Clerki1- 1010
B, iment; DG 53 Rent | Job Family: Cxst Operatons Al Cour | Location: Annapolis Area | Pasted Date: 08142015
Legal (1) B Judiciary Clerk Il - 1023
Office Support (1) DC 74- Courtroom/Cil | Job Family: Court Operations-All Court M | Location: Annapolis Area | Posted Date: 02/14/2015
Security (1)

[ Judiary Clerk I - 1024
Job Function partment: DG 74- Gourroom/Givi | Job Family: Gourt Operations-All Gourt M | Location: Annapolis Area | Posted Date: 08/142015

Gase Processing (2) [ dudiciary Clerk - 1014
Mixed Duies (3) DG 74 Courtroam/Gil | Job Family: Gourt Oparations-All Caurt i | Location: Amagols Area | Postd Date: 08/122015
Clerical (2)
Fioeat (1) [ Judiciary Cler I - 1017 L4
riment: GG 24- Gii Assignment | Job Family: Gourt Operations-All Gourt i Location: Annapolis Ares | Posted Date: 08/1372015
Legal Afisirs (1)
More. Juciciary Clrk Il - 1018
CC 24 Juverie | Job Courtha s Area | Posted Date: 08/132015

Job Posted In

2015 (18) iy Cll 1020

[ | Location: Annspols Aves | Posted Date: 0/13:2015

Recordation Clerk - 1018
Department: GC 24- Land Records | Job Family: Gout Operstions-All Court | Location: Annspolis Area | Posted Date: 08/1372015

Special Police Officer |- 1015
Department: DC Bltmore City | Job Family: Security | Location: Annspois Ares | Posted Date: 0871312015

[ = R = R |

Summer nter - 1015
B oepartment 0C 74 sab Location: s

Page 136



TRAINING GUIDE
-{‘
EON N EEETE CONNECT Employee Self Service
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10. | Click the My Activities link.

11. | The "My Activities" page displays your applications and their
current statuses.

12. | Click the Withdraw button for the specific job in which you want
to withdraw.
| Withdraw |

13. | Click the OK button.
14. | Notice the status of the application is now withdrawn.

15. | Click the Home link.

Favorites ¥

£ CONNECT

7 eI s

* CONNECT Online Training

55@ Company Directory c or

Search by Name, Job Tit, Departmen, or Emai
®

7k My Org Chart Advanced Search

Step  Action Notes

16. | Click the Sign out link.

Sign out

17. | You have completed the topic "Withdrawing Your Job
Application".
End of Procedure.

Accepting or Rejecting a Job Offer

You will receive a notification if a job offer is extended by the AOC. From within CONNECT, you
can view the offer letter, acknowledge that you have reviewed the offer, and accept or reject
the offer.
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CONNECTed

TRAMIKIG LIERNET

Job Offer Job Search | My Nottcations @) | My Acswities | My Favorha Jobs | My Saved Searches | My Contact Information

We'd like to hire you for the following position:

Offer Expiration Date

Step 1 - Review Offer |
Type Detais

Document Oftee Letes

Step 2 - Acknowledge Offer

[¥] acknow

Comments o

Accest Rejoct

Procedure

In this topic, you will accept a job offer.

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or is affiates. All rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "isha.beazer" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favorites ¥ | MainMenu v

- CONNECT

G) Employee Self Service Links

Timesheet Overtime

time period requests.
Careers Interview
Careers site o view Calendar

jobs and manage.
your appications.

stheduled (0
pariipate.

My Current

ADA
‘Accommodation

ot your e equests
ond task detat for Viewor c your
sasy weskor @D overime

Viewinterviews
of applicants in
hich you are

ADA
Accommodation W) orofile
(BN reauest &= vinage suas
competencies,
and

Compensation Current
History Documents
options. ‘the current

Employee Expiring Licenses S o~

No expiring licenses in the next 60 days
Absence

Request
1 View or add
your shsence
requests

Personal

summary of
your personal
information.

[E# my Expiration Dates s ev

ID Description  End Date  Days to End Date

Training
Summary
Viewa

your raining
information.

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Signout

Personalize Content | Layout
Announcements S

No Current Announcements.

E]%ﬂ) Company Directory c

Search by Name, Job Title, Department, or Email

7% My Org Chart Agvanced Search

Action

6 Click the Main Menu button.

Main Menu ~

Click the Self Service menu.

[0 self Bervice

8 Click the Recruiting menu.

(3 Recruiting

Click the Careers menu.

ﬂ Careers

Favores ¥ | ManMenu v Self Service ¥

% CONNECT

Job Search

Filter by

Location
Allegany County (20)
Annapois Area (11)
Baltimore County (2)
Prince George's County (1)

Department
NoValue (34)

Job Family
Office Support (16)
Court Operations-All Cou.(11)
Legal (3)
Information Technology (2)
Security (2)

Job Function
Administrative Support (25)
Legal Afiairs (3)
Security (2)
Technicians (2)
Case Processing (1)
More...

Job Posted In
2015 (34)

Regruiting ~ Careers

Job Search | My Notiications @ | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Keywords

Search Reset Search
Apply Without Selecting a Job (2

31 matches found

Search Results

[7] Adminiiratve Asst1 - 1091
| Posted Date: 081052015

Administrative Asst | - 1090
| Posted Date: 081042015

Administrative Asst | - 1086
| Posted Date: 077302015

Administrative Asst | - 1080
| Posted Date: 077202015

Administrative Asst IV - 1079
| Posted Date: 077202015

Courtroom Clerk - 1081
| Posted Date: 077202015

o
=]
a
a
a
a

Courtroom Clerk - 1074
| Posted Date: 06/302015

[ Administiative Asst |- 1068
| Posted Date: 06/222015

_ seeti_anzo

Save Search

4 Home |

Sign out

Signed In as ISHA

'Search Tips

More Options

Sort By [Fosieanate [7]

Fist @ 1250131 @) Last
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Step ‘ Action Notes

10. | Click the My Notifications link.
[My Notifications @]

11. | If you have received a job offer, you will see a job offer
notification

12. | Click the You have a job offer: Judiciary Clerk Il (Job ID 1027)
link.

You have a job offer: Judiciary Clerk Il (Job ID 1027)

13. | To view the details of the job offer, click the Offer Letter link.

If IE indicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File...".

Please close this window after download has completed ...

Do you want to open or save 2015-09-08-09.01.26.0000001004HRS_OFF_LET.rtf from hrtest.mdcourts.gov? Open Save |¥|| Cancel ‘

Step ‘ Action Notes

14. | Click the Open button to open the offer letter attachment.

Open

15. | Inthis example, the offer letter opened in Microsoft Word.

You can save, print, or close the document as desired.
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E d O = 2015-09-08-09.01 .26 0000001 004HRS_OFF_LET [Compatibility Mode] - Word 7?7 B - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW David Leibold

=2 Cut . 2 i Find -

B TimesNewRo-[12 ~| A" A7 Aa- T aasbcee AaBoccde A@aBbC AaBbCi AaBbC Assbced — 4 Repl.

Paste o . 2 aly . . ~ - lormal lo Spac. leading leading itle ubtitle < feneres

"4 ¢ Fomat painter | B T Y T e X X Y- A Po ] T Mormal | T No Sp: Heading1  Heading 2 Titl subtite [<| e

Clpboara = Font = Paragraph 5 stytes 5 caiting ~
8 September 2015 =
ISHA BEAZER
123 High Street
Annapolis MD 12345
Dear BEAZER,
1 company. Your pacage is
composed of the folowiag componeats
Ofer Component Offer dmownt  Payment  Currency  Frequency
Yode

Salary 4000000 Cash  USD  Aunual
Following a one. Yo d benetits

o will spany-p
‘package, which includes the medical/dental, vision, life insurance, and disability benefits
described in the aftached brochure.

‘You will be eligible to participate in the 401(K) plan beginning the first quarter after your
. You i compaay Stock Option pl

discretion
corporate goals

Tbelieve that our company has tremendous potential as a company that provides ereat
opportunities for personal growth, challenging work, and financial rewards. We look
forward to your joining our company team

Please keep in mind that this offer will expire cn 9/18/2015.

Step @ Action

16. | Click the Close (X) button to close the document when you are
finished.

b 4

Favorites ¥ | MainMenu v E > Recruting ¥ [ 4 Home | Sign out

+ CONNECT

Job Offer Job Search | My Notifcations @ | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as ISHA

We'd like to hire you for the following position:

Posting Title Judiciary Clerk I
Job Opening ID 1027
Offer Date 09/08/2015

Offer Expiration Date 09/18/2015

Here's what you need to do:

Step 1 - review the job offer information. 3
Step 2 - either accept or reject the offer.
Step 3 - return any indicated documents from Step 1 to your recruiter.

If you have any questions, please contact your recruiter for assistance.

Step 1 - Review Offer Information
Type Details

Document Dffer Letier!

Step 2 - Acknowledge Offer

1 acknowiedge that | have reviewed and understand the job offer detals for the: position isted

Comments a¢

Reject

Action

17. | Click the Acknowledgement checkbox.

o]

18. | At this point, you can either Accept or Reject the job offer.

19. | For this example, click the Accept button.
| Accept

Page 141



TRAINING GUIDE
CONNECT Employee Self Service TQONN ECTEE!

TR A IKIG LIER N

Step | Action [\ [o] {=1

20. | Click the OK button.
21. | Notice the message indicating you have accepted the offer.

22. | Click the Home link.
#& Home

Favorites ¥ | MainMenu v A Home Sign out
% CONNECT
(o
Macyiandsudiciary
Personalize Content | Layout 2|
G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements <
No expiring licenses in the next 60 days
Timesheet Overtime Absence
Reperyour e /®\ Requests Request E" My Expiration Dates = T No Current Announcements.
and task deaik for View or ack your View or add
T @ O | ] [
e perod requests. requests. ID Description  EndDate  Days to End Date
Interview
p o Eg_b Company Directory °

st ur person Search by Name, Job Title, Department, or Email
partiipate. information.

®

My Current

ADA Training o
Accommodation (g — M) Profile Summary My Org Chart Advanced Search
Request & Manage skills, View a
(&5 competencies, sy of
and

ADA
‘Accommodation your raining
Request sccompishments information.
inyour current

profie.

Compensation Curent

s History Documents
Rel v w
cor on Yo
history for base,

pe

variable, and stoc doc
optons. the current
peiod

Step @ Action [\ [o] {=1

23. | Click the Sign out link.

Sign

24. | You have completed the topic "Accepting or Rejecting a Job
Offer".

End of Procedure.

Sending a Job to a Friend

Send a job opening to a friend.
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Job Description Dot Snarch | My Noticalians | My Acthities | My Favarite Jobs | My Saved Searches. | My Contact informatian Signud In as JEFFERY
oA Previous Jo hest Joo B
Job Details

Job Title Juciciary Clers Job 1D 1017

Location Arcuspals Area FullPart Time. Ful-Time

Regular Temporary Reguiar Faorite Job
Equal Empioyment Opportunity
Miaryland Judiciary is 3 drug fros workplace.

Maryland Judiciary is an affirative action, equal opporiunity employer and does not the basis ot color,
FOgION, MANtal SLINS, 200, SEXIE3] ORSNtalsan, VBMeran SLHIES or dISaniliry in employment.

Avply Emai lo Frend Rster a Frend

RERum 10 Previous Page 200 SEAC | My WOTACINONS | My ACINMDES | My FEVONIE JOUS | My S3vEd SSATTIes | My COntact Imomatan

Procedure

In this topic, you will email a job opening to a friend.

o ®
(CONN!ES'::I'

Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or is affiates. All rights reserved.

Step @ Action Notes

1. Click in the User ID field.

Enter "jeffery.qualey" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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CONNECT Employee Self Service

Favorites ¥ | MainMenu v

- CONNECT

G) Employee Self Service Links

Overtime

time period. requests.
Careers Interview
Careers site to view [

jobs and manage.
your appications.

pariipate.

ADA My Current
Accommodation
Request

ADA
‘Accommodation
t

Timesheet
Regort your time Requests
ond task detat for Viewor c your
sasy weekor @D overime

Viewinterviews

W) orofile
&= vinage suas
competencies,
and

Compensation Current
History Documents
options. ‘the current

Employee Expiring Licenses S o~

No expiing licenses in the next 60 days
Absence

Request
1 View or add

your shsence

requests

Personal

summary of
your personal
information.

[E# my Expiration Dates s ev

ID Description  End Date  Days to End Date

Training
Summary
Viewa

your raining
information.

Announcements

*+  CONNECT Online Training

E]%ﬂ) Company Directory
‘Seareh by Name, Job Title, Department, or Email

7% My Org Chart Agvanced Search

ECTed

TR AR WG

CONN

Sign out

Personalize Content | Layout Pl

Click the Main Menu button.
Main Menu ~

Click the Self Service menu.

[0 self Bervice

Click the Recruiting menu.

(3 Recruiting

Click the Careers menu.

ﬂ Careers

10.

Select the job you want to send to a friend.

Favortes ¥ | ManMenu ~

Self Service ™

¥ CONNECT

Job Search

er by

Location
Allegany County (18)
Annapoiis Area (11)
Baltimore County (2)
Prince George's County (1)

Department
NoValue (32)

Job Family
Office Suppart (15)
Court Operations-All Cou.(10)
Legal (3)
Information Technology (2)
Security (2)

Job Function
Administrative Support (23)
Legal Affairs (3)

Security (2)
Technicians (2)
Case Processing (1)
More...

Job Posted In
2015 (32)

Regruiting ~ Careers

Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Keywords

Search Reset Search
Apply Without Selecting a Job (7

20 matches found

Search Results

[7] Adminiiratve Asst1 - 1091
| Posted Date: 081052015

Administrative Asst | - 1090
| Posted Date: 081042015

Administrative Asst | - 1086
| Posted Date: 07/302015
| Posted Date: 077202015

Administrative Asst IV - 1079
| Posted Date: 07/202015

Courtroom Clerk - 1081

[u]

o

[ Administrative Asst | - 1080
=]

B [Posted Date: 07202015

[ Courtroom Clerk- 1074
| Posted Date: 06/302015

[7] Adminitrative Asst - 1068
| Posted Date: 06222015

_ Becti_1nzn

Save Search

Search Tips

More Options

Sort By Posted Date =

First

4 Home | Sign out

Signed In as JEFFERY

9 1250120 ) Last
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11. | Click the Vertical scrollbar to move down the page.
12. | Click the Judiciary Clerk 11l - 1017 link.
|Judiciary Clerk IIl - 1017 |
13. | Click the Email to Friend button.
| Email to Friend |
14. | Click in the To field.
15. | Enter "lilly.jones@email.com" into the To field.
16. | Click the Send button.
| Send |
17. | Click the Home link.
# Home

Favorites ¥ | MainMenu v

- CONNECT

\,‘j’) Employee Self Service Links. & ov  Employee Expiring Licenses c ey

No expiring licenses in the next 60 days

[E# my Expiration Dates c o~

ID Description  EndDate  Days to End Date

Compensation
History

)

Personalize Content | Layout 2|

Announcements S

*+  CONNECT Online Training

E]%ﬂ) Company Directory c
‘Seareh by Name, Job Title, Department, or Email

7% My Org Chart Agvanced Search

Step @ Action [\ [o] {=1

18. | Click the Sign out link.
19. | You have completed the topic "Sending a Job to a Friend".
End of Procedure.

Referring Friends by Providing Contact Info and Resume

CONNECT allows you to refer friends for specific jobs within the Judiciary. To refer a friend,
simply select the job, include a resume if you have one, enter your friend's contact information,
and submit the referral.
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Procedure

In this topic, you will refer a friend to an AOC recruiter for a specific job.

CONNECT
User ID

Selecta Language

English “l

cessibility Mode

Copyrioht © 2000, 2014, O ftes. All ighis reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "jennifer.northcraft" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

SignIn
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@ Employee self Service Links
4

Timesheet Overtime
Reportyourtme | /@)y Requests
sndtesioetmisior LS X Vi er s yeur
asepwecor | @) overime

requess

Carors e
e pkimn
EEr
ST,
2o Wy Cament
A, mocsson. () i
G e e
-
e
ot
e ot
$) e Seaner,
e e
el [
=

Employee Expiring Licenses
No expiring fcenses inthe next 60 days

Absence
Request
1 Request | [ my exp
your sesence
e | o Descipion

000003239 Probation Period End Date

jon Dates

Training
Summary
Views

summary of
your tsining
formaion

EnaDste
20150801 1

Days to End Date

Personaiize Cortent | Layout 7 Help
o~ | [E Announcements. S o~
— *  CONNECT Onine Training

525, Company Directory s ov

Search by Name, Job Tite, Department, or Email

o My Org Chart

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Sign out

®

Advanced Search

Action

Click the Main Menu button.

Click the Self Service menu.

d  Self Senice

Click the Recruiting menu.

3 Recruiting

Click the Careers menu.

| |J Caree:

10.

Select the job for which you are referring your friend.

Favortes ~  Main Menu Self Senvice
Job Search
Filter by
Location

Annapolis Area (16)

Department
NoValue (16)

Job Family
‘Court Operations.All Cou.(12)
Finance (1)
Legal (1)
Offce Support (1)
Sezunty (1)

Job Function
Case Processing (8)
Miced Duties (3)

Legal afisis (1)

More.

Job Posted In
2015 (16)

Recruiting ~

Job Search | My Noifications | My Activiies | My Favorite Jobs | My Saved Searches | My Contact Information

Keywords |
Search Reset Search
Apply Without Selecting a Job (7

16 matches found
Search Results

Save Search

Search Tips

More Options.

ezt

[ duiciary Clek Il - 1010
partment; DG 52- Rent | Job Family: Cou

[ dudciary Clerkil - 1023

G 74 Courtroam/Cavt | Job Family: Caurt Operations-All Court M | Losation: Annapais Area | Posted Date: 02/142015

[ dudiiary Glerk Il - 1024

G 74 Courtroam/Cavt | Job Family: Caurt Operations-Al Court M | Losation: Annapais Area | Posted Date: 02/142015

[ Judiciary Clerk - 1014
Department: DC 74- CourtroomiCav | Job Family: Court Opers

| iy il 1017

M | Location:

Judiciary Glerk Il - 1018
= CC 24 Juvenite | Job Family:

Court v | Location: Annspos Area | Posted Date: 03/13/2015

fons-All Court M | Locaion: Ammspolis Ares | Posted Date: 081132015

£t/ Location: Annspolis Ares | Posted Date: 03132015

24 Jury| Job Family: Court Operations-Al Court | Location: Annspolis Area | Posted Date: 0811312015

Recordation Clerk | - 1018
€€ 24 Land Records | Job

[a}
duciciry Glerk 1 1020

5 Depariment

a

[ Spesial Plice Offeer 101

Al Court | Location: Annapols Ares | Posted Date: 0813120

3
riment: DC Baltmore City | Job Family: Secusty | Location: Annspols Aes | Posted Date: 08/13/2015

[ Summerintem- 1015

G 74 CriminalTrsfic | Job Family: Office Supgort | Location: Annspois Area | Posted Date: 08/132015

Signed In as JENNIFER

Sort By [Posied Dol [5]

Fist (4 1160716 (& Last
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Step ‘ Action Notes

11. | Click the Recordation Clerk I - 1019 option.

E

12. | Click the Vertical scrollbar to move down the page.

13. | Click the Refer a Friend button.
| Refer a Friend |

14. | You can refer a friend with or without their resume.

In this example, you will attach your friend's resume.

15. | Click the Attach Friend's Resume button.
| Aftach Friend's Rezsume I

Favortes ¥ Main Menu ¥ e Service ¥

5 CONNECT

Refer Friend - Resume Options
Applying for: Recordation Glerk |

your using one of
Current Resume.

You have not yet attached your fiend's resume to thei referal

Copy and Paste your fiend's resun]  File Attachment

Referfend without a resume. Heb

uuuuuuuuuuu

Relum to Previous Page

Step ‘ Action

16. | Click the Browse button to browse to the location where your
friend's resume is located.
Browse...
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= Choose file to U

5 » Libraries » Documents »

TRAINING GUIDE

] Recent Places
1 Network_Share (170.99:151.51)

4 Libraries
B Documents
& Music
] Pictures
B videos

=% Computer
&, Local Disk (C)

G Network

Date modified

03/26/20151:52PM  File folder

08/03/2015 11:44
01/20/2015 2:58 PM

01/13/2015 5:44PM  File folder
08/18/2015 214PM  Mici

14K8

B
Organize ¥ New folder =y 0 @
47 Favorites Documents library s

B Desktop Includes: 2 locations

16 Downloads

File name:

v | All Files (") B

CONNECT Employee Self Service

Step @ Action [\ [o] {1

17.

Click the SusanSmith-Resume list item.

18.

Click the Open button.
Open ]

CONNECT

Refer Friend - Resume Options
Appiying for: Recordation Clerk

th your using one of
Current Resume.

Resume Options

‘Afiach Friend's Resume Provide us with your friend's resume.

Copy & Paste Resume Copy and Paste your fiends resul File Atiachment

Refer friend without 2 resume.

GCiDebb)

Upload || Cancel

RetuntoPrevous Page

A& Home  Sign out

Step  Action Notes

19.

Click the Upload button.

20.

Notice Susan's resume is now attached.
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Appiying for: Re jon Glerk |

CCCCCCCC

Step ‘ Action Notes

21. | Click the Continue button.

22. | Enter your friend's primary contact information.

23. | Click in the First Name field.

24. | Enter "Susan" into the First Name field.

25. | Click in the Last Name field.

26. | Enter "Smith" into the Last Name field.

27. | Click in the Email Address field.
I |

28. | Enter "susansmith12@email.com" into the Email Address field.

29. | Click the Email Type drop-down list.

| Select... |E|
30. | Click the Home list item.
[Home |

31. | Click the Save and Submit button.

| Save and Submit |

32. | Notice the message indicating you have successfully referred
your friend for a job.

33. | Click the Home link.
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Favortes ¥ Main Menu ¥

000003239 Probation Period End Date 2015-08-01 {4

Employee Expiring Licenses S ov
No expiing enses in the next 60 days

[E# my Expiration Dates s o~
D EndDate  Days to EndDate

[ Announcements

*  CONNECT Online Treining

ﬁ_%D Company Directory

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Sian out

Personaiize Content | Layout 7 Help
S or
S o~

Search by Name, Job Tite, Department, or Email

®

My Org Chart Advanced Search

Step @ Action [\ [o] {1

34. | Click the Sign out link.

End of Procedure.

35. | You have completed the topic "Referring Friends by Providing
Contact Info and Resume".

Notify Applicants of Jobs

When creating and saving a job search in CONNECT, you can indicate that you want the system
to notify you by email if a new job is posted that meets your search criteria.

SeffSendce ~ > Recniling ™ 3 Careers

3 CONNECT

Save Search 00 SECA | My NOTSCIIONS | My ACINDES | My Favorile Jots | My Saved Sarches | My Contsct infomnation
Sedec the checkbox and enter an email address if you want the search results for this saved search fo be emailed 1o you

My Saved Search

“Name My S&arch ADWIN SEARGH

[ T ————

“Send email notfication to |cann "azourts gov
Save Search
* Rogurod
RERUM 10 Prevous Pags 00 SEArCN | My WOUSCANONS | My ACIAUES | My FEVOrle Jobs | My Saved SSArhes | My Contact Imomatin

549080 1 35 CONNIE

Procedure

In this topic, you will save a job search and indicate that you want to be notified by email if a
new job is posted that meets your job search criteria.
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o ®
(CONNEQT

Password
Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Allrights reserved.

Step | Action Notes
1. Click in the User ID field.

Enter "connie.green" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

DA o

Click the Sign In button.
Sign In

Favorites ¥ | MainMenu v

- CONNECT

# Home |

Personalize Content | Layout 2|
G) Bl G5 G Ll & o~ | Employee Expiring Licenses c ov Announcements S
No expifing licenses i the next 60 days
Timesheet Overtime CONNECT Onire T
Reportyour e (® Requests [E# my Expiration Dates S o~ rine Training
adayweek or (DD overime
fime perod requests. ID Descripion End Date _ Days to End Date
Careers Interview o Personal
Careers st o vew DA ca Information
jobs and manage: Ve s Summa Company Director <
ORF F N w bl O B3 Comeen it
nhyouste | summer ryof
scheduled to ‘your personal ‘Search by Name, Job Title, Department, or Email
partcipat. information

My Current Training

ADA
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
Request &_ Manage skills, View a

(&9 competencies, summary of

ADA
‘Accommodation nd your training
Request sccompishments information.
in your current
profie.
Compensation Curent
Hi Dos
$) =

optons

Step  Action

6. Click the Main Menu button.

Main Menu ~
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7.

Click the Self Service menu.
L1 Self Service *

Click the Recruiting menu.
1  Recruiting 4

Click the Careers menu.
Ij Careers

Favortes ¥ | MainMenu v Self Service ™ Recruiting ¥ Careers

3 CONNECT

Job Search Job Search | My Notifications | My Activities | My Favorits Jobs | My Saved Searches | My Contact Information
y Keywords| Searcn Tips:
Filter by
Search Reset Search Save Search More Options
Location

Allegany County (20)
Annapois Area (11)
Baltimore County (2)
Prince George's County (1)

Apply Without Selecting a Job (2

31 matches found

Search Results

Department Adr trative Asst | - 1091
minsiaive Asst -

NoValte (34) 1 posiea bates srosots

Job Famity Adminisirative Asst - 1090
e Support (16) Posted Dater 051042015
Court Operations-All Cou. (11) Administrative Asst | - 1086
Legal (3) Posted Date: 071202015
Information Technology (2)
Securty 2

Administrative Asst | - 1080
Pos

| Posted Date: 077202015

Job Function
Administrative Support (25)
Legal Affairs (3)

Security (2)
Technicians (2)

Adminisirative Asst IV - 1079
| Posted Date: 077202015
Courtroom Clerk - 1081

| Posted Date: 077202015
Case Processing (1)
More...

Courtroom Clerk - 1074
| Posted Date: 06/302015

Administrative Asst| - 1068

Job Posted In 1 posted bate: 062272015

2015 (34)
_ seeti_anzo

4 Home | Sign out

Signed In as CONNIE

Sort By [Fosieanate [7]

Fist @ 1250131 @) Last

i

Step @ Action [\ [o] {=1

10.

Click in the Keywords field.

11.

Enter "Administrative" into the Keywords field.

12.

Click the Search button.
| Search |

13.

Click the Save Search button.

14.

Click in the Name My Search field.

15.

Enter "Admin Search" into the Name My Search field.

16.

Click the Notify me when new jobs meet my criteria checkbox.

||:| Motify me when new jobs meet my criteria|
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Step ‘ Action Notes

17. | When a new job is posted that meets your job search criteria,
you will be notified by email about the job posting.

In this example, a new job posting containing the keyword
"Administrative" will trigger the notification.

18. | Notice when you click the "Notify me" checkbox, your email
address automatically appears in the email notification field.

19. | Click the Save Search button.
|  SaveSearch |

20. | Click the Home link.

Favorites ¥ | MainMenu ¥ £ Home Sign out
% CONNECT
v
taryiang Jugiciary
Personalize Content | Layout 2|
\’OJ) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days
Timesheet Overtime Absence CONNECT One T
Reportyourme /(@) sts Request F#* My Expiration Dates c ev nline Training
and task detals or acd your View or add
your sbsence
e period requesis ID Description End Date _Days to End Date
o Personal
Information
s E Summary Eg_b Company Directory c
n Reviewa
whichyougre . symrma ry of
scheduedto your personal Search by Name, Job Ttle, Department, or Email
partcipat. informaion. ®
o ADA My Current Training o
Accommodation (g — M) Profile Summary My Org Chart Advanced Search
(t\ Request &= virage sus Viewa
ADA competencies, summery of
‘Aczommodstion an yourtraiting
Request axcompishments information
inyour conent
proie
Compensation Current
History Documents
compensation vo
Tistory for base, per
variable, and stock Gosuments for
options. the current
5

Step ‘ Action Notes

21. | Click the Sign out link.

22. | You have completed the topic "Notify Applicants of Jobs".
End of Procedure.

Managing Education and Training

Planned Learning

CONNECT's learning plan function allows you, your manager, or a learning administrator to
assign learning to you in a planned state. This means that the learning will take place at some
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point in the future. The attributes for each item on your learning plan, such as status, priority,
and target completion date, can be defined and updated.

2.2.2.1 Manage Individual Learning Plans Return fo 222 Delive Leaming

Leaming
Administrator

Leamer

Gt

2.2.2.1 Manage Individual Learning Plans - 2

ager

Adding a Course to Learning Plan

Learning plans are used to guide learners down a defined learning path. Learning plans can be
created and updated by learners through self-service, by managers through manager self-
service, and by learning administrators.

Learning plans can consist of items in the learning catalog such as courses, classes, and

programs. When these items are added to the plan, you can specify a target completion date
and priority for each item. You can also indicate whether the items are required or not.
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Main Meny ¥ Sign out

Learning Plan Details Aﬁ Leaming Home
JAMES DAVIS

Successtully added new learning item to leaming pian

Learning Plan Details Wiew All | £ First ‘& 12012 & Last
Title Type Status Priority Roquired  Target Complotion  Assignod By Action Edit  Duleto |
Being Caim ana Clear - Pending . - . .

Mindhiness i Work and Piay  C135500m Aaprova igh 120151201 JULIE LINKINS Drop

Conflict Re: Planned High 123172015 JAMES DAVIS Enroll I i}

Leamingio Plan |

Retum To Previous Page

Procedure

In this topic, you will add a course to your learning plan.

)

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step @ Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favorites ¥ | MainMenu v #& Home | Signout

+% CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. Click the Learning menu.

9. Click the Learning Plans menu.

10. | Every learner in CONNECT has a default learning plan titled My
Learning Plan. You can use this learning plan or create a new one.

For this example, you will add a course to the default learning
plan.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ Learning Plans A Home Sign out
+» CONNECT
}/
Maryland Judiciary
Learning Plans /Jﬁ} Leaiing Home
JAMES DAVIS Current Leaming Plans | Leamning Plan History

This page lists your leaming pians. Select the Leaming Plan History hyperiink to view completed learning plans.

Learning Plans

“Title Status Default  Date Details =
My Learning Plan Active 05/27/2015 Details
save Cancel
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11. | Click the Details link.
Details

CONNECTed

12. | Notice James Davis already has a course on his learning plan that
was assigned by Julie Linkins.

In this example, you will add a second course to the learning
plan.

13. | Click the Add New Learning to Plan button.
Add New Learning to Plan

14. | Click the Advanced Search link.
Advanced Search

15. | Click in the Title field.

16. | Enter "conflict" into the Title field.

17. | Click the Search button.
Search

18. | Click the Vertical scrollbar to move down the page.

19. | Click the Select button.
Select

20. | When self-assigning a course to your learning plan, you can enter
the target completion date for the course, set the priority (high,
medium, low), and indicate whether the course is required.

21. | Click in the Target Completion field.

22. | Enter "12/31/2015" into the Target Completion field.

23. | Click the Priority drop-down list.
Low EI

24. | Click the High list item.

[High |
25. | Click the Required option.
]
26. | Click the Save button.
Save

27. | Notice Conflict Resolution has been added to the learning plan.
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Step @ Action

28. | Click the Home link.

A Home Sign out

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

29. | Click the Sign out link.

30. | You have completed the course "Adding a Course to Planned
Learning".
End of Procedure.

Enrolling into a Course from Your Learning Plan

Learning plans are used to guide learners down a defined learning path. Learning plans can be
created and updated by learners through self-service, by managers through manager self-
service, and by learning administrators.

Once a course has been added to your learning plan, you can enroll into that course directly
from the learning plan.

Favorites ¥ Main Menu ¥ Self Service ¥ Lear eaming Plans ome Sign out
+» CONNECT
v
Learning Plan Details ?i'f].;a'niq-mnp
JAMES DAVIS
Learning Plan Details viewan| & Fist 12012 b Last
Tite Type Status Priority Required  Target Completion  Assigned By Actian Edit Delete
. Pend .
ca — JULIE LINKINS orop
Conflict Resolution Course Planned High 1213172015 JAMES DAVIS Enroll 4 i}

Ad New Leaming 1o Plan

REtUM To Previaus Page
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Procedure

In this topic, you will enroll into a Conflict Resolution course from your learning plan.

.( ).

CONNECT

Password
Select a Language
H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

A o B

Click the Sign In button.

Sign In

Favorites ¥ Main Menu

3 CONNECT

Personalize Content | Layout ? Help
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6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. Click the Learning menu.

9. Click the Learning Plans menu.

A Home Sign out

Learning Plans AR Ceaming Fiome

JAMES DAVIS Current Leaming Plans | Learning Plan History

This page lists your leaming plans. Select the Leaming Plan History hyperlink to view completed learning plans.
Learning Plans

“Title Status Default  Date Details
My Leaming Plan Active 05/27/2015 Details

save Cancel

Step Action [\ [o] {=1

10. | Click the Details link to view the items on your learning plan.
Details

11. | Click the Enroll button for the Conflict Resolution course.
Enroll

12. | Click the Enroll button.
Enroll

13. | Click the Submit Enroliment button.
Submit Enroliment

14. | Notice the message indicating the enrollment requires approval.

15. | Click the Learning Home link.

#R | caming Home
n g
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16.

Favorites ¥ | MainMenu ¥
% CONNECT
[
Learning Home Personalize C|
K Link - My To Do List
@ cuickLinks " Welcome, JAMES DAVIS FIlE L
(3 FingLeaming [& 1Pending Approval Request
Q My Learning 2 3Untulfiled Leaming Requests
R cesteatons T TS (@ 2Leaming Competencies Not
~ 1 Learning Ptan tem Not Comp| |
© Leaming competencies
@ Search for Learning ov
Learning Plans fﬁu Highest Rated Learning
Enter a keyword and select the Search button to initiate the search. o
Supplemental Leaming ® s or Program
+ Ciass or Program Name
Announcements < ov Advanced Search B :
#  FindLeaming
No Current Announcements. @ Pending Approvals s levl |
(] Most Enrolled Learing
Name Titl Price Approve  Deny
(5) Manager Quick Links ©v | | LEAH SCARPELLI Introduction to Accounting 300 USD < X . Working with Personality Types
oo I Maintain Approvals OPD-3004-WBT-15 - Online:
o Team Members . Handgun Use and Safety for Se
& %Team Learning s o- OPD-2233-2014-11-05 - Blende
Team Certfications
. Sewal Harassment Awareness
(@ 7oam competencs View[All Learing = Name[All Team Nembers = OPD-1022-WBT15 - Oniine
. = = r—r— — + Sexwal Harassment Awareness
ER Team L P fame. e =L s e Date OPD-1022-WBT15 - Oniine
1) Team Leaming Plans VICKIE WAGHTER  New-Hire Employee Orientation In-Progress Cout Profesional Cartate 4
+ Court Professional Ceriifcate
80 Fina Team Leaming NANCY KLINE Working with Personalty Types Enrolled s
NANCY KLINE Muttcuturalism and the Workp. Enrolled ®
> Quick Links. v | | NANCYKLINE Judicial Leadership Institute Completed P rnareamng L
< m ] .

Action

Click the My Learning link.

Iy Learming

17.

Conflict Resolution is displayed on your "My Learning" page with
a status of Pending Approval.

Favorites ¥ Main Menu ¥

Self Service ¥

> CONNECT

Leaming ¥ My Leaming

A Home Sign out

My Learning E] View Calendal & Request New Leaming /j‘} Leaming Home
JAMES DAVIS Contact Us
“View Current Learing =] co
My Learning | 2 180f6
Title Type Status Date Action My Ratings
CPe 1- The Maryland Judiciary - An Classroom Enrolied 0512812015
Overview
Microsoft Office Skills Cetification Curriculum Pending Approval 08/11/2015 Drop
%;S)meess'c’"a' Certficate PrOgREAM ¢, i uium Pending Approval 0811172015 Drop
Confiict Resolution Classroom Pending Approval 081312015 Drop
Being Calm and Clear - Mindfulness in
Work and iy Classroom Pending Approval 0712912015 Drop
Human Resource 101 Academic Course Pending Approval 0512812015 Modity
My Learning Competencies | & 10of1
< 0 ] '

Step | Action

18.

Click the Home link.
#A& Home
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19.

TRAMIKIG LIER BT

Favorites ¥ Main Menu ¥

+% CONNECT
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Click the Sign out link.

20.

You have completed the topic "Enrolling into a Course from Your

Learning Plan".
End of Procedure.

Adding a Learning Competency, Finding Associated Course, and Adding to Plan

AOC has identified learning activities designed to meet the competencies needed for you to be
successful in your job role. Competencies can be assigned to your learning profile by you, your
manager, or by a learning administrator. Once a competency has been assigned to your profile,
you can find learning activities in CONNECT that satisfy those competencies as you complete the

learning.

+ CONNECT

Learning Competencies
JAMES DAVIS

My Learning Competencies

Proficiency Status

Add New Competency Save

Learning Plan Details
JAMES DAVIS

Leamning Plan Details

Add New Leaming o Plan

Retum To Previous Page
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Procedure

In this topic, you will add a learning competency to your profile, find the associated course
needed to satisfy the competency, and add the course to your learning plan.

.( ).

CONNECT

Password
Select a Language
H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥

% CONNECT

Personalize Content | Layout ? Help
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6. | Click the Main Menu button.

7. Click the Self Service menu.

8. Click the Learning menu.

9. Click the Learning Competencies menu.

10. | Notice James only has one competency assigned to his profile;
Customer Focus.

Favorites ¥ Main Menu v Self Service ¥ Learning ¥ Learnin \g Competencies

% CONNECT

Learning Competencies
JAMES DAVIS

Current Competencies | Competencies History

My Learning Competencies -

r

Title Proficiency Status Required E..?\:‘\emn Assigned By Learning

Customer Focus. Meets Standards Needed 12/31/2015 |[5j JAMES DAVIS

Add New Competency save

A Home

Sign out

Step Action [\ [o] {=1

11. | Click the Add New Competency button to assign a second

competency.

Add New Competency
12. | Click in the Competency field.
13. | Enter "customer service" into the Competency field.
14. | Click the Search button.
Search
15. | Click the Select checkbox next to Customer Service.
[l

16. | Click the Proficiency drop-down list for the Customer Service

competency.
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17. | Click the Meets Standards list item.
[Meets Standards |

CONNECTed

18. | Clickin the Target Completion Date field.

[ ]

19. | Enter "12/31/2015" into the Target Completion Date field.

20. | Click the Required box next to the Target Completion Date.
[l

21. | Click the Add button.
Add

22. | Notice the competency "Customer Service" has been added to
James' competency profile.

23. | Click the Find Learning link for the Customer Service
competency.

Find Learning

24. | When you click "Find Learning" from a specific competency,
CONNECT will ONLY display courses or programs that are
mapped to the selected competency.

In this example, Customer Service for Court Professionals is the
only item in the catalog that satisfies the Customer Service
competency.

25. | Notice you have the option to add this course to your learning
plan or to enroll into the class.

For this example, you will add the course "Customer Service for
Court Professionals" to your learning plan.

26. | Click the Plan for Later button.
Flan for Later

27. | Click in the Target Completion field.

28. | Enter "12/31/2015" into the Target Completion field.

29. | Click the Priority drop-down list.
Low B

30. | Click the Medium list item.
[Medium |

Page 166



TRAINING GUIDE
T
EON N EEETEd CONNECT Employee Self Service

Step Action [\ [o] {=1

31. | Click the Required box.
[C]

32. | Click the Save button.
Save

33. | Notice the message indicating "Customer Service for Court
Professionals" has been added to your plan.

34. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

- CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {=1

35. | Click the Main Menu button.

Main Menu

36. | Click the Self Service menu.

37. | Click the Learning menu.

38. | Click the Learning Plans menu.
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Favorites v Main Menu ¥ Self Service ¥ Leamning Learning Plans A Home Sign out
+» CONNECT
o
Maryland Judiciary
Learning Plans /E Learning Home
JAMES DAVIS Current Leaming Plans | Learning Plan History

This page lists your leaming plans. Select the Learning Plan History hyperlink to view completed learning plans

Learning Plans

“Title Status Default ~ Date Details
My Leaming Plan Active 05/27/2015 Details
Save Cancel

Step | Action [\ [o] {1

l ‘ ‘

39. | Click the Details link for "My Learning Plan".

40. | Notice the course "Customer Service for Court Professionals" has
been added to your learning plan.

After you complete the course, the competency will be met.
41. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

- CONNECT

Personalize Content | Layout ? Help

Step | Action

42. | Click the Sign out link.
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Action

43. | You have completed the topic "Adding a Learning Competency,
Finding Associated Course, and Adding to Plan".
End of Procedure.

Enrolling into Learning Activities

Before you can attend a course or complete a program, you must enroll in the activity or
register for the program. The term enrollment is used for courses and the term registration is
used for programs. This distinction is important. Courses require that you only enroll into a
course whereas programs require you to register for the program first then enroll into the
courses that define the program.

CONNECT allows you to self-enroll and register into learning events, managers to enroll and
register their team members into learning events, or learning administrators to enroll and
register anyone into learning events. It is important to note that all enrollment requests require
approval from your manager before you can attend the learning event.

2.2.2.5 Enroll in Learning Event

Managar

| Enroliment Administrator

Learning i
Class Agministrator/External

Searching the Learning Catalog & Enrolling in a Class

Search the catalog for available courses and enroll into a class.
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rse Deta

5 CONNECT

Working with Personality Types
Find Learming
Deb Vina 0u a0 view by selecs
Ervel busmor or
Filtor by wonng win Class Name Working win Perscnaley Type Type Webbssed Course
Class Code OFD-1022/WBT.01 Contact Logan Dadge
Locaboa Price Per Seat Drop Charg
No Country (1) Search Rew " e
Ereottment Status Flanned Confinmation Numbes 1631
S Sy Lol (1) @ Eveea Start Dote €0 Date
Laat Enroament Date Last Orep Date
Learruog Type v Working Ouration 1 Hes, 30 Ms
Wet-based Course (1)
Q". -
Upcoming Events
Acytere (1)
Rateg Thas on-dee)
Oaeg (1) asserumery
Cluns o
v L8R for s Cimnss you Mmust complete o requees tasks
OPD-5a2
1 Working with Personaity Types - online modale
Requres Web-Besed
- yectves Mt s e qun: fistos and Atachmerts
Recommens Lesming
Close
ootact Us

Procedure

In this topic, you will search for courses in the learning catalog and enroll into a class.

.<c0NNE§T

Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Allrights reserved.

®100% v

Step | Action Notes

1.

Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

2
3
4.
5

Click the Sign In button.

Sign In
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Favorites ¥ fain |

2 CONNECT

vvvvvvvvvv Judiciany

Personalize Content | Layout ? Help

#100% -

Step @ Action [\ [o] {1

6. Click the Main Menu button.

7. Click the Self Service menu.
1 Self Semvice k

8. Click the Learning menu.

3 Leaming r

9. | Click the Find Learning menu.

Ij Find Learning

10. | The learning catalog consists of courses, classes, and programs. A
course represents a specific topic of study. A class is an offering
of a course. A program represents a significant learning goal that
can be achieved by completing multiple classes.

By default, the Find Learning page displays the first 15
courses/programs you have access to view.

To view additional items, you can click the right arrow or the
"View All" link.

In this example, you have access to a total of 48 courses and
programs.

11. | To narrow your search results, you can apply a filter or perform a
keyword search.
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Step | Action

12. | Filters are displayed on the left side of the page indicating the
number of class offerings available within each filter.

Favorites ¥ | ManMenu ¥ > Self Service ¥ Leaming ¥ Find Leaming 4 Home | Sign out
- CONNECT
Ry
Find Learning & Reauest e Lasining 4% Learning Home
JAMES DAVIS Basic Search | Advanced Search Contact Us E
Filter by [Search by keyword ®
Location

ViewAl First (4 1-150048 ) Last
No Country (32) Search Results ew ire of a

United States (3)
Expand [5] Collapse
Gategory
Maryland Judiciary Leam. (49) Advanced Topics in Sentencing (JDI-1009)
Leaming Type
No Leaming Type (43) & © Plan for Later
Ciassioom (3)
Curiculum (3)
Few would disagree that sentencing i the most diffcult 3spect of a judges job. Advanced Topics in Sentencing Wil focus on the law of

Upcoming Events sentencing and corrections, including altematives to incarceration. View Details
Anytime (32)
Next 30 Days (2) There are no classes currently scheduled for this course.

Next 60 Days (2)
Next 90 Days (2) X
90+ Days (1) Appellate Judges’ Perspectives on Family Law Cases (JDI-1003)

Rating 0 Pian for Later
0 rating (49) € ©

Family law cases are among the most dificult for judges to decide. Many family law matters, including child custody, marital property
and alimony awards, entall complex legal, social, culfural, economic, mental health and related issues. View Details

There are no classes currently scheduled for this course.

Rine Calem And Clear _ Mindfin Work and Diay (O0DR.4001)
n ]+
R10% ~

Step | Action Notes

13. | Click the Classroom (3) link to view courses with the learning
type of classroom.

Classroom (3}

14. | 2 courses containing 3 classes are displayed after applying the
filter.

Note: The third class is not visible in this screen.

15. | To search by keyword, click in the Search by keyword field.

16. | Enter "being calm" into the Search field.

17. | Click the Search button.

®

18. | Note: Only courses containing the keywords "being calm" are
displayed.

19. | Available classes are listed below the course title. The class
details include Class Code, Type, Duration, Start Date, and
Location.

Some courses may have multiple class offerings.
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20.

To view the class details, click the class code link.

For this example, click the OPD-1001-2015-08-27 link.

CPD-1001-2015-08-27

21.

Click the Vertical Scrollbar to scroll down the page and view all
class details.

22.

Click the Close button.

Close

23.

For this example, click the Enroll button for the 08/27/2015 class.

| Enroll |

24,

Notice the Available Seats and Available Waitlist.
Available Seats indicates the number of open spots for this class.

Available Waitlist indicates the number of students who can be
placed on a waitlist if there are no available seats.

In this example, you will not be waitlisted since there are 10
available seats.

25.

Click the Submit Enroliment button.
| Submit Enroliment |

26.

Notice the message indicating the enrollment requires approval.

Note: All enrollments will require a manager's approval.

27.

Click the Learning Home link.

ﬁ» Learning Home
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Favorites ¥ | MainMenu ¥

~ CONNECT

Leaming Home Personaiize C|
K Link - My To Do List
@ auekLines °  Welcome, JAMES DAVIS yiiolis L
(3 FingLeaming [& 1Pending Approval Request
My Learning 2 3Untulfiled Leaming Requests
Gertications T TS (@ 2Leaming Competencies Not
— 1 Learning Ptan tem Not Comp| |
) Leaming Competencies
@ Search for Learning ov
Learning Plans fﬁu Highest Rated Learning
Enter a keyword and select the Search button to initiate the search. l
& suovlemental Leaming ® s o Program Name
#  FindLeaming
No Current Announcements. @ Pending Approvals s levl |
{7 Most Enrolled Learning
Name Title Price Approve  Deny
G\) Manager Quick Links ©v | | LEAH SCARPELLI Introduction to Accounting 300 USD < X . Working with Personality Types
oo I Maintain Approvals OPD-3004-WBT-15 - Online:
o Team Members . Handgun Use and Safety for Se
& %Team Learning s o- OPD-2233-2014-11-05 - Blende
Team Certications
. Sewal Harassment Awareness
@B Team Competencies View[All Learning =] Name|All Team Members =] (OPD-1022-WBT15 - Online
= = r—r— — + Sexwal Harassment Awareness
Team L P ame. e equire o e Date (OPD-1022-WBT15 - Online
eam Leaming Fans VICKIE WAGHTER  New-Hire Employee Orientation In-Progress Cout Profesional Cartate 4
our Professional Certfcate
90 FnaTeam Leaming NANCY KLINE Working with Personalty Types Enrolled oo,
NANCY KLINE Multculturalism and the Workp. Enrolled ®
D Admini Quick Links. v | | NANCYKLINE Judicial Leadership Institute Completed P rnareamng L
< m ] .

Action

28. | Click the My Learning link to see your personal learning activities.

My Learning

29. | My Learning displays all of your learning activities.

Notice the status of "Pending Approval" for Being Calm and
Clear.

Favorites ¥ | Main Menu ~ Self Servic Leaming ¥ My Leaming o Sign out
+» CONNECT
7
MacyiandJudiciary
My Learning [3] View Caierida (& Request New Learing (B} Learning Home
JAMES DAVIS Contact Us
“View [Current Learming [ e
My Learning 1@ 1-30f3
Title Type Status. Date Action My Ratings
CPC 1 - The Maryland Judiciary - An Classroom Enrolled 0572812015
Overview
Being Calm and Clear — Mindfulness in -
o st Py Classroom Pending Approval 0712912015 Drop
Human Resource 101 Academic Course Pending Approval 0512812015 Modify

®100% v

Step | Action

30. | Click the Home link.
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Favorites ¥ | MainMenu v

% CONNECT

Personalize Content | Layout ? Help

®100% ~

Step @ Action [\ [o] {1

31. | Click the Sign out link.
Sign out

32. | You have completed the topic "Searching the Learning Catalog &
Enrolling in a Class".
End of Procedure.

Searching the Learning Catalog & Registering for a Curriculum Program

A curriculum program guides you, as a learner, along a specific learning path over an
unrestricted period of time to fulfill one or more objectives. Because a curriculum has no built-in
time frame for completion, the learning is self-paced. The record of completion for a curriculum
does not expire, therefore, you only need to complete the curriculum once.

The curriculum in this example requires you to complete 4 courses to successfully complete the
curriculum.
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Name Court Professional Curriculum Code OPD-CPC-CURR
Certificate (CPC) CU
Effective Date 01/01/2000 Version
& save [ Create New B clone T pelete Previous | Next | Return To Search Page

Section Completion Rules
Section Details View All First (4 10f1 (&' Last

*Section Name |CPC Courses i

Instructions A class for each of the four courses must be completed to [E1 S
receive the CPC.

180 characters remaining

*Section Order 1
Number to Complete 4
Details Personalize | View All | 0 First (4 1-40f4 (&) Last
Order Requied  *Course o Historical Credit Goron  Allow Equivalent
1 CPC 1 - The Maryland Judiciary - An Overview | @ =] 365 =] i)
2 CPC 2 - The Nuts and Bolts of the Circuit and Distr G o 365 ] o
3 CPC 3 - Ethical Practice in the Workplace Q (=} 365 (=} o
4 CPC 4 - Personnel Policies and Rules aQ (] 365 (] i)

[#] ada course

Procedure

In this topic, you will search the learning catalog for a curriculum program and register for the
program.

Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "kelly.williamson" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step Action

TRAINING GUIDE

CONNECT Employee Self Service

Click the Sign In button.
Sign In

Favorites ¥ | Main Menu v

- CONNECT

Menu
Search:

®
Self Service
Manager Self Service
Enterprise Learing
Set Up ELM
Enterprise Components.
Workiist
Reporting Tools
PeopleTools
Leaming Home
My Dictionary

Activity Guides - In Progress
There are no Activity Guides assigned to you

Menu - Classic
Search:

[©]

b Self Senvice

b Manager Seif Senvice
b Enterprise Leaming

b Set Up ELM

b Enterprise Components

b Worklist

(32

Main Menu S (ev

Learning Home
Leaming Home

Manager Seif Service

Self Sevice transsciions include: browsing and searching the catalog.
enroling employess, eresting supplemental lesming and reviewing an
employee's leaming transeript

I Class Attendance In/Out Report

Personalize Content | Layout

Top Menu Features Description

Our menu has changed!

The menu is now located across the top of the page. Click on Main

Menu to get started.
Highlights
Recently Used pages now

appear under the Favorites
menu, located at the top left

visually display

ﬁ Enterprise Leaming

Set Up ELM
o

) Insiall Defeuits
5] Leaming Environment
] Leaming Fiters

B

ﬁ Enterprise Components
Aczess common defintions, inferfaces, uiifies and configuration objects.

3 Approvals

st settings and moritor workist

your navigation path and give
you access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster.

# Home

Sign out

? Help

S 8w

I

Step @ Action [\ [o] {1

6.

Click the Main Menu button.

Main Menu ~

Click the Self Service menu.

[0 self Service

Click the Learning menu.

O Leaming

Click the Find Learning menu.

Ij Find Learning

10.

You can search for the desired curriculum utilizing any of the

following methods:

e Filtering the learning catalog using the learning type of

"Curriculum"

¢ Performing a keyword search
¢ Using the Advanced Search function

In this example, use the advanced search function.
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4 Home | Sign out

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ Find Leaming
+ CONNECT
e
Find Learning & ReaussTNGWLgamg (§ Learing Home
KELLY WILLIAMSON Basic Search | Advanced Search Gontact Us
Filter by Search by keyvord ®
Location

VewAl Fist (4 1-150131 (3  Last
Unied States (24) Search Results fow Al Fir o ast
No Country (16)

Ewand (=] Colapse

Category

Maryland Judiciary Leam. (43) Advanced Topics in Sentencing (JI-1009)

Leaming Type

Classroom (23) & © Plan for Later
NoLeaming Type (10)
Webinar (4)
Certification (2) Few would disagree that sentencing is the most difficult aspect of a judges job. Advanced Topics in Sentencing will focus on the law of
Online 2) sentencing and corrections, inciuding alteratives to incarceration. View Details

ore.

There are no classes currently scheduled for this course.
Upcoming Events
Next 90 Days (27)
Next 60 Days (22) Appeliate Judges' Perspectives on Family Law Cases (J1-1003)
Anytime (12) e
Next 30 Days (12) an for Later
Noi oo © ©

Rating Family law cases are among the most iffcultfo judges to decide. Many famiy law matters, including child custody, marial property
4 tars or more-(1) and aimony awards, entail complex legal, Social, cultural, econormic, mental health and related issues. View Defails
3 stars or more (1) There are no classes currently scheduled for this course.
2 stars of more (1)
 star or more (1)
0 rating (42) Being Calm and Clear — Mindfulness in Work and Play (OPD-1001)

ECTe

TR A IKIG LIER N

d

Step ‘ Action Notes

11.

Click the Advanced Search link.
Advanced Search

12.

Click the Learning Type drop-down list.

[l (=]

13.

Click the Curriculum list item.
[Curriculum |

14.

Click the Search button.

15.

Notice the search results displays 1 curriculum.

16.

Click the View Details link.

fiew Details

17.

Click the Vertical scrollbar to move down the page.

18.

Review the course requirements associated with this curriculum.

19.

Click the Register button.
| Register |

20.

Click the Submit Registration button.
| Submit Registration |

21.

Notice the status of Pending Approval.

Note: All program registrations require a manager's approval.

22.

Click the Learning button.
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My Leamning

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {=1

Click the My Learning menu.

24,

Notice Court Professional Certificate is displayed on the My
Learning page with a status of Pending Approval.

25.

Click the Home link.

Step  Action Notes

26.

Favorites ¥ | Main Menu v

- CONNECT

Manager Self Service
Enterprise Learing

b Manager Seif Senvice

b Enterprise Leaming

b Set Up ELM

b Enterprise Components

b Worklist

ﬁ Self Ser

# Home

Sign out

Personalize Content | Layout 2 Help
Menu ov | Main Menu S o~ | [TopMenu Features Description S o~
Search
® Learning Home Our menu has changed!
Leaing Home
Self Service

The menu is now located across the top of the page. Click on Main
Menu to get starte

Highlights
Set Up ELM
Enterprise Companents Recently Used pagos now
appear under the Favorites
Worklist Manager Self Service menu, located at the top left
Reporting Tools ‘Self Service transsctions include: browsing and searching the catalog,
EeopleToots vl el s e s r e
cmployeeslaming ranscr
Learning Home = Class Attendance In/Out Report
My Dictionary

Enterprise Leaming

- v user profies. visually display
Activity Guides - In Progress ov y iy your navigaion path and give
There are no Activity Guides assigned to you = Regenerate. e you access to the contents of

subfolders.
Menu - Classic ov
Search:
® ﬁ] SetUp ELM
De Menu Search, located under

b Self Service = Install Defaut

s
5] Leaming Environment
E Leaming Fiters

Enterprise Components
Aczess common defintions, inferfaces, uiifies and configuration objects.

3 Approvals
jorkiist

st seftings and monitor worklist
dst Details

Reporting Tools
Run, creste, and manage queries and nVision repors.

23 Composie Query

the Main Menu, now supports
type ahead which makes finding
pages much faster.

Click the Sign out link.

27.

You have completed the topic "Searching the Learning Catalog &

Registering for a Curriculum Program".

End of Procedure.

Enrolling in a Class from the Curriculum Progress Page

A curriculum program guides you, as a learner, along a specific learning path over an
unrestricted period of time to fulfill one or more objectives. Because a curriculum has no built-in
time frame for completion, the learning is self-paced. The record of completion for a curriculum
does not expire, therefore, you only need to complete the curriculum once.

Once registered for the program, the Curriculum Progress page displays all the courses that
define the program in addition to your enrollment and completion status for each of the

courses. As you view these courses, you can enroll into the classes simply by clicking the "Enroll"
button for the desired class.
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Favorles = MainMenu = My Leaming ome | Sign out

;‘ CONNECT

Court Supervisor-Manager Certificate Program
(CSMC)

Recommend Learming Drop Registration

This program is designed 1o inclde ail e Courses required 10 obtain the Court Supenisor-Manager Cenificate (CSMC)

Current Status Registration Date 08/18/2015

Confirmation

Program Sections
#] expand sl [=] Colapse Al

CS/MC Program Courses Not Stanted

To complete this section complete all classes

CS/MC 8 - Legal Research Nat Enrolled Ptan for Later

Enrol Plan for Later

Procedure

In this topic, you will enroll into a class from a curriculum program that you are registered for.

.( Do

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "nancy.kline" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favorites ¥ | MainMenu v #& Home | Signout

- CONNECT KIS -

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. Click the Learning menu.

9. Click the My Learning menu.

10. | In order to enroll into a class from the curriculum program, you
must first be registered for the program.

This means you will have submitted the program registration
request and your manager will have approved it.

Notice in this example, the curriculum status is "Registered"
meaning it has already been approved by the manager.
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Favorites ¥ Main Menu v Self Service ¥ Learning ¥ My Learning A& Home Sign out
R
A Al + | search Rl Aovanced searcn
Maryland Judiciary
My Learning ] View Caiendar Qﬁl{ Request New Leamning lﬂ Leaming Home
NANCY KLINE Contact Us
“View Current Leaming ][ eo
My Learning [ 140t |2
Title Type Status Date Action My Ratings
Court Supervisor-Manager Certificate 89015
Program (CSMC) Curriculum Registered 08/18/2015 Drop
Customer Senice for Court Professionals Classroom Enrolled 08/13/2015 Drop
(Cé’:g)w"fess'c'"a' Certificate PIOgaM ¢y ricyium Pending Approval 071312015
Being Caim and Clear - Mindfulness in .
Work and Play Classroom Planned 0712012015 Enroll
My Learning Competencies @ 130f3
Title Proficiency Status Target Completion Assigned By Leaming
Job Knowledge and Skils 2 B Needed JAMES DAVIS Find Learing
P, o f ~ I aniacinna e tarermo mavnn P T

Step ‘ Action Notes

11. | Click the Court Supervisor-Manager Certificate Program
(CSMC) link to access the Curriculum Progress page.
Court Supervisor-Manager Certificate
Program (CSMC)

12. | The Curriculum Progress page displays all the courses that define
the program and your enrollment status for each of the courses.

13. | Click the Vertical scrollbar to move down the page.

14. | In this example, you are not currently enrolled into the CS/MC9 -
Legal Research course which is the first course in the program.

15. | Click the Enroll button for the CS/MC9 - Legal Research 08-31
class.

Enroll

16. | Click the Submit Enroliment button.
Submit Enrollment

17. | Notice the message indicating the enrollment requires approval
from your manager.

18. | Click the My Learning menu.
My Learning

19. | The CS/MC9 - Legal Research course is displayed on your My
Learning page with a status of "Pending Approval".

20. | Click the Home link.
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Favorites ¥

< CONNECT DEEcummp) s

Personalize Content | Layout ? Help

Step @ Action Notes

21. | Click the Sign out link.

22. | You have completed the topic "Enrolling in a Class from the
Curriculum Progress Page".
End of Procedure.

Monitoring Certification Status & Registering for a Recertification Program

Procedure

.( ).

CONNECT

Password
Select a Language
H Enable Accessibility Mode

Set Trace Flags
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Step ‘ Action Notes

1. Click in the User ID field.

CONNECTe

TRAMIKIG LIER NET

Enter "stephen.stewart" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | Main Menu ¥ A& Home

ORACLE’

Signout [

All = | Search Rl Advanced Search

Personalize Content | Layout ? Help

Top Menu Features Description < ov

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located at
the top left

jrem—
Breadcrumbs visually m
display your navigation e —
path and give you access
to the contents of
subfolders.

ey

under the Main Menu, now _—
supports type ahead

which makes finding

pages much faster.

Step ‘ Action Notes

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

Menu Search, located m

8. | Click the Learning menu.

9. Click the My Learning menu.

10. | The status of the certification program is listed under My
Certification Status.

Click the Program Name link to access the program page where
you can review detailed information about what is required to
complete

the program.

11. | The Status column displays the current status for the program. In
this example, the program is in Warning status.
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12. | The Status Date column lists the date on which the current status
took effect.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out

ORACLE’

Al ~ | search fll Advanced Search

My Learning I View Calendar & Request New Leaming /j} Leaming Home
STEPHEN STEWART Contact Us
*View | Current Learning = [ co
My Learning | 2 130f3
Title Type Status Date Launch Action Print My Ratings
Working with Personality Types  Online Enrolled 0812/2015 ®

Handgun Use and Safely for

Securty Offcers Blended Enrolled 08/08/2015

Handgun Use and Safety =

Contfieation o014 Centification Warning 08/09/2015 Review =)

My Certification Status I3 1of1
Program Name Status Status Date Recertify Print
Handgun Use and Safety Certification-2014 O waming 08/09/2015 Recertify 8 Y

Step @ Action Notes

13. | Click the Recertify link.
Recertify

14. | Click the Register button.
Register

15. | Click the Submit Registration button.
Submit Registration

16. | Click the Find Learning link.
My Learning

17. | Notice you are now registered for Handgun Use and Safety
Certification-2015.

18. | Click the Home link.
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Favorites ¥ Main Menu ¥

ORACLE"

Al ~ | search Rl ~dvanced Search

Top Menu Features Description T ov
Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located at
the top left

Breadcrumbs visually
display your navigation
path and give you access
1o the contents of
subfolders.

under the Main Menu, now _—
supports type ahead =
which makes finding —
pages much faster. -

Menu Search, located m

CONNECTe

TR IKIG LIERNET
A& Home Signout [

Personalize Content | Layout ? Help

Step ‘ Action Notes

19. | Click the Sign out link.

Registering for a Recertification Program".
End of Procedure.

20. | You have completed the topic "Monitoring Certification Status &

Managing Supplemenal Learning

Supplemental learning is any learning event that occurs outside of the CONNECT learning
catalog. As an employee, you are allotted $2500 annually for supplemental learning. All
supplemental learning requests require approval from your manager and the OPD Manager.
Once you submit the learning request, the approval workflow will automatically route to your

manager first, then the OPD Manager.

Once the learning has been completed, you must update the initial learning request with a
completion status and an official transcript of completion from the issuing institution. This
update will be routed to the OPD Manager for final approval. Once approved by the OPD
Manager, you can submit an expense form to receive the tuition reimbursement.

2.2.2.3.1 Tuition Reimbursement

Leamer

) . g [ in G
‘ 0 | mmnd || el aed B ~ . | submt Exoeme
et rmerect| et otpmom o Mg A et et enict e ) | ot
\ v Loareg h B

Manager

[R—
f
i
¥

GEARS Team

\ "Cenore [
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Submitting a Supplemental Learning Tuition Reimbursement Request

Supplemental learning consists of learning opportunities outside of the CONNECT catalog. This
type of learning includes but is not limited to seminars, conferences, academic courses, etc.

Employees can request reimbursement for supplemental learning up to a maximum of $2500
per calendar year.

Each supplemental learning event will be entered into CONNECT along with the price and the
system will calculate your total balance remaining throughout the year.

Supplemental Learning @ Return to Previous Page ﬂ Learning Home
JAMES DAVIS General Attributes

This template will only be used for external leaming that is reimburseable. The learer should complete the course, enter their final grade, and attach a
grade transcript prior fo the OPD Manager giving final approval

Supplemental Learning Details
“Title |Advanced Excel

*Description Advanced formulas and pivot tables. 82

219 characters remaining
*Status | Submit For Approval E

Type External Reimbursed Learning
“start Date [08/31/2015 )
*End Date [08/31/2015 5
“Institution |Skillsoft
“Price 175.00
Education Units 1.00

Approval Detail

*Employee ID 13546 Add Attachment
*Complete: Yes/No No View Atiachment
Grade

Remaining Cap 2325

Procedure

In this topic, you will submit a tuition reimbursed supplemental learning request.

.( Do

CONNECT

Password
Select a Language
H Enable Accessibility Mode

Set Trace Flags
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1. Click in the User ID field.

CONNECTed

Enter "james.davis" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In ]

Favorites ¥ Main Menu ¥ A Home Sign out

+» CONNECT EEErammme -

Personalize Content | Layout ? Help

Step @ Action [\ [o] {=1

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. | Click the Learning menu.

9. Click the Supplemental Learning menu.
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Favorites ¥ | Main Menu ¥ Self Service ¥ Leaming ¥ Supplemental Leaming A Home | signout

X
"’ Al ~ | search R Advanced Search
Maryland Judiciary

Add Supplemental Learning /iﬁ;‘L nnnnnn g Fiome

JAMES DAVIS Contact Us

Supplemental Learning is leaming that is not listed in the standard leaming catalog

Select Supplemental Learning (4
*Type | Select. =]

* Required Field
Add Supplemental Learning

Step Action [\ [o] {1

10. | Click the Type drop-down list.

| select... B

11. | Click the External Reimbursed Learning list item.
|External Reimbursed Learning |

12. | Click the Add Supplemental Learning button.
Add Supplemental Leaming

13. | Click in the Title field.

14. | Enter "Advanced Excel" into the Title field.

15. | Click in the Description field.

16. | Inthis training example, the description (Advanced formulas and
pivot tables.) was entered for you.

17. | Click the Status drop-down list.

Select... B2

18. | Click the Submit For Approval list item.
[Submit For Approval |
19. | Click in the Start Date field.

08/M13/2015

20. | Press [Backspace].

21. | Enter "08/31/15" into the Start Date field.

22. | Click in the End Date field.
|08/13/2015 |

23. | Press [Backspace].
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Step ‘ Action Notes

24. | Enter "08/31/15" into the End Date field.

CONNECTed

25. | Click in the Institution field.

26. | Enter "Skillsoft" into the Institution field.

27. | Click the Vertical scrollbar to move down the page.

28. | Note: Every employee is allotted $2500 annually for tuition
reimbursement.

The Remaining Cap displays your total reimbursement balance
remaining for the calendar year. The Remaining Cap balance will
be updated each time you submit a supplemental learning
request.

29. | Click in the Price field.
0.00

30. | Enter the total cost of the course into the Price field.

Enter "175" into the Price field.

31. | Notice the Remaining Cap balance reflects a deduction of $175.
The total went from 2500 to 2325 once the price was entered.

32. | Enter "1" into the Education Units field.

33. | Enter "13546" into the Employee ID field.

34. | Enter "No" into the Complete: Yes/No field.

35. | Click the Save button.
Save

36. | Notice the message indicating the supplemental learning,
Advanced Excel, has a status of Pending Approval.

All initial approval requests will be routed to your manager. Once
approved by your manager, the request will then automatically
be routed to the OPD Manager for final approval.

As the requestor, you will be notified by email if your
supplemental learning request was approved or denied.
Receiving an "Approved" notification from the OPD Manager is
your indication to complete the learning event.

37. | Click the Home link.

Page 190



‘ TRAINING GUIDE
QON N EEETE CONNECT Employee Self Service

Favorites ¥ | MainMenu v #& Home | Signout

~
A Al ~ | search Rl Acvanced Searcn
Moryland Judiciary

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

38. | Click the Sign out link.

39. | You have completed the topic "Submitting a Supplemental
Learning Tuition Reimbursement Request".
End of Procedure.

Updating a Completed Supplemental Learning Reimbursement Request

Supplemental learning consists of learning opportunities outside of the CONNECT catalog. This
type of learning includes but is not limited to seminars, conferences, academic courses, etc.

Once you have completed the supplemental learning, you can update your record in CONNECT
to reflect the completion status, grade, and to upload a certificate of completion. Upon
submitting the completed supplemental learning request, the OPD Manager will review the
attachment and confirm the completion and grade for this request.
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Supplemental Learning
JAMES DAVIS

grade transcript prior to the OPD Manager giving final approval
Supplemental Learning Details

*Title Advanced Excel

*Description Advanced formulas and pivot tables.

219 characters remaining
~Status | Submit For Approval [=]

Type External Reimbursed Learning

“start Date [08/31/2015 El
"End Date [08/31/2015 ]

*Institution Skillsoft
*Price 175.00]
Education Units 1.00
Approval Detail
*Employee ID|13546
“Complete: Yes/No ves
Grade |Complete

Remaining Cap 2325

‘9 Return to Previous Page ﬁ Learning Home

General Attributes

This template will only be used for external learning that is reimburseable. The learner should complete the course, enter their final grade, and attach a

Add Attachment

View Attachment

Procedure

“CONN

ECTed

TRAMIKIG LIERNET

In this topic, you will update a supplemental learning request with completion data after you

attended the learning event.

.( ).

CONNECT

Password
Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step @ Action

5. Click the Sign In button.

Sign In

Favorites ¥ Main Menu ¥ A Home Sign out

3 CONNECT mmmem 3 oesconn

Personalize Content | Layout ? Help

Step @ Action Notes

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. | Click the Learning menu.

9. | Click the My Learning menu.

10. | Use the My Learning page to locate the supplemental learning
record that will be updated.
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Favorites ¥ Main Menu v Self Service ¥ Leamning ¥ My Learning A& Home Sign out
R
P All -~ | Search Rl Advanced Search
Maryland Judiciary
My Learning E View Calendar QHZ‘ Request New Leamning % Leaming Home
JAMES DAVIS Contact Us
“View Current Leaming 5] eo
My Learning (EL 170f7 |2
Title Type Status Date Action My Ratings
Conflict Resolution Classroom Enrolled 08/13/12015 Drop
CPC 1- The Maryland Judiciary - A1 ¢15r00m Enrolled 0512812015
Overview
Microsoft Office Skills Cetfication Curriculum Pending Approval 08/1112015 Drop -
(Cco:g)%fess'a"a' Certificate PIOGAM ¢ e yium Pending Approval 08/11/2015 Drop
Advanced Excel External Reimbursed Leamning Pending Approval 08/13/2015 Moty
Being Calm and Clear - Mindfulness in
ors and by Classroom Pending Approval 0712912015 Drop

Human Resource 101 Academic Course Pending Approval 05/28/2015 Modity |

Step ‘ Action Notes

11. | Click the Modify button for the External Reimbursed Learning
event "Advanced Excel".

Modify

12. | Click the Vertical scrollbar to move down the page.

13. | Click in the Complete: Yes/No field.

14. | Press [Backspace].

15. | Enter "Yes" into the Complete: Yes/No field.

16. | Enter "Complete" into the Grade field.

17. | Note: Depending on the type of external learning you completed,
you might receive a letter grade (A, B, C) or simply a completion
status.

Enter the grade accordingly.

18. | In order to be reimbursed, the OPD Manager must confirm that
you completed the course and received a sufficient grade to
meet organizational policy.

You must attach a transcript from the issuing institution.

Note: You will need an electronic copy of the transcript.

19. | Click the Add Attachment button.
Add Attachment
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Favorites. Main Menu

Maryiand Jug
*Start Date [08/31/2015 £l
“End Date 08/31/2015 [
“Institution [Skillsoft

*Price 175.00
Education Units. 1.00|

Approval Detail
“Employee ID[13546
“Complete: Yes/No ves
Grade|Complete

Remaining Gap 2525

Add Course to Get Credit

You have not added any courses
Add Course

* Required Field

save

Contact Us

Self Service

2. CONNECT

Leamning

My Learning

Al ~ | Search Rl Advanced Search

TRAINING GUIDE
CONNECT Employee Self Service

A Home

Sign out

File Attachment

Help D

| Upload || cancel

Browse... | D

i

Step @ Action

20.

Click the Browse button to locate the transcript on your

computer.
| Browse...

= Choose File to Uplo:

» Leaming Certificates.

New folder

¥ Favorites
B Deskeop
8 Downloads

- e
il Excel_Specialist
4 Librsres

B Documents

& Music

) Pictures
B videos

% Computer
&, Local Disk (C)
5 hq (\courts.stat—
&8 davidleibold (\\e

File name:

A Home

Sign out

~ | All Files (") B

Add Course

*Required Field

Save

Contact Us

i

Step @ Action [\ [o] {=1

21.

In this example, the electronic transcript was placed in a folder
titled Learning Certificates.

Click the Excel_Specialist object.

22.

Click the Open button.

s

Open
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Favorites. Main Menu Self Service Learning My Learning A& Home Sign out

+» CONNECT e - s

*Start Date [08/31/2015 £
“End Date 08/31/2015 [

“Institution Skillsoft

*Price 175.00)
Education Units 1.00)
Approval Detail File Attachment
“Employee ID[13546 Heip [
“Complete: Yes/No ves
C:\Users\david leibold\Desktop\Learning Certificates\Es [ Browse.. | D ol
Grade [Complete Upload || Cancel

Remaining Gap 2325

Add Course to Get Credit

You have not added any courses
Add Course

* Required Field

save

Contact Us ,

i

Step | Action
23. | Click the Upload button.

Upload

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leamning A Home Sign out
=
A Al ~ | search Rl Advanced Search
Maryland Judiciary
“Start Date 08/31/2015 5
“End Date [08/31/2015 il

“Institution Skilsoft
*Price 175.00
Education Units 1.00
Approval Detail
“Employee ID 13546 [ Add Atfachment
“Complete: Yes/No |ves R T

Grade [Complete

Remaining Gap

Add Course to Get Credit

You have not added any courses

I

Add Gourse

* Required Field

save

Contact Us L

Step | Action [\ [o] {=1

24. | Click the View Attachment button to confirm your transcript was
uploaded successfully.
View Attachment

25. | Notice the attachment opened in a new tab at the top of the
page.

Quickly view the attachment to ensure it is the correct document
for this learning record.
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"OFFICIAL IACT CERTIFICATION

@ Skillsoft | eLearning

Advanced Excel Certification

I

August 31, 2015

James Davis

£ -ﬂa C?D

CERTIFIED
The CP Certification

Step @ Action Notes

26. | When you are finished, click the Close Tab (X) button to close the
attachment.

Be sure you are closing the correct tab for the attachment.

Favorites ¥ Main Menu v Self Service ¥ Leamning ¥ My Learning A& Home

Sign out

> N N All searcn »
Matyland Judiciary
“Start Date 08/31/2015 &
*End Date [08/31/2015 gl

“Institution Skilsoft
*Price. 175.00
Education Units 1.00
Approval Detail
“Employee ID 13546 Add Attachment
“Complete: Yes/No ves Vi

Grade [Complete I

Remaining Gap|2325

Add Course to Get Credit

You have not added any courses

Add Course

* Required Field

save

Contact Us

Step @ Action

27. | Click the Save button.
Save
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Step ‘ Action Notes

28. | Notice the message indicating the status is Pending Approval.

The OPD Manager will verify your course completion based on
the attached documentation.

Once approved by the OPD, you will receive a notification
indicating the request was approved. At that point, you can
submit an expense form to receive your reimbursement.

29. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

- CONNECT KIS -

Personalize Content | Layout ? Help

Step ‘ Action Notes

30. | Click the Sign out link.

31. | You have completed the topic "Updating a Completed
Supplemental Learning Reimbursement Request".
End of Procedure.

Participating in Learning Activities

Participate in your instructor-led or web-based learning events.
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2.2.2.6 Participate in Learning Activities

&/

Accessing a Web-Based Course

Web-based courses are courses that can be completed online and can be launched directly from

CONNECT.

My Learning
CONNIE GREEN

View Catendar % Request New Learning f Learming Home

Comact Us
“View | Current Learning - Go
My Leaming 1@ dert
Title Type Status Dat Launch My Rating:
CONNECT HCM Fundamentals Cniine 122015 (-]

In this topic, you will navigate to your "My Learning" page and launch a web-based course.
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)

CONNECT

Password

Select a Language

E Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "connie.green" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ Main Menu ¥

+%- CONNECT

Top Menu Features Description c ov

A& Home Sign out [

Personalize Content | Layout ? Help

Our menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located at
the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu, now
supports type ahead
which makes finding
pages much faster

Step | Action

6. Click the Main Menu button.

Main Menu
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7. Click the Self Service menu.

8. Click the Learning menu.

9. Click the My Learning menu.

10. | Web-based courses are self-paced and can be launched directly
from CONNECT.

When you click the launch button, the course will likely openin a
new window.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A& Home Sign out

% CONNECT

My Learning [ view catenaar & Request New Leaming ﬁ Learning Home
CONNIE GREEN Contact Us
*View | Current Leaming =l eo
My Learning | & 10f1
Title Type Status Date Launch My Ratings
CONNECT HCM Fundamentals Online Enrolled 081212015 ]

Step @ Action

11. | Click the Launch button for the CONNECT HCM Fundamentals
course.

®
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€ 2 hitpi/courtnet/comnect/ia @ ~ B & X 23
i

v B v @ v Pagev Sefetyv Toolsv @+ M iF @
T W W= T oA

g TRAINING LIBRARY
€[/ @ [searcn » x| K % @
I” My Roles Welcome to the world of CONNECT! This module covers basic concepts, terminology, and navigation

Bl CONNECTed Instructions techniques for CONNECT using a web browser to view or enter data.
R ICONNECT HCM Fundamental Upon completion of this module, you will be able to

+ @ Understand User Access to CONNECT

# @ Navigation * Understand how to receive user credentials and request assistance.

= A Personalization « Describe navigation elements.

& personalizing Your Home Page « personalize your page.

%@ In-Application Support + Recognize in-application support.

%@ Using Keys and Search Pages * Describe key fields and use search pages.

+ @ Recognizing Page Controls + Work with pages

«- @ Adding and Updating Data + Add and update data.

+ @ Workflow Notifications + Understand the workflow approval and notification process.

[7] Knowledge Assessment
= Student Guide - PDF
El Troubleshoot

Step | Action [\ [o] {1

12. | Complete the online course as instructed.

When you are finished, click the Close Tab button to close the
online course.

&

13. | Notice the course CONNECT HCM Fundamentals is no longer
displayed as part of your current learning.

To view the status of the course, change the View to display
Completed Learning.

Favorites ¥ Main Menu ¥ > Self Service ¥ > Leaming ¥ > My Leaming A& Home Sign out
v CONNECT
*<
Maryland Judiciary
My Learning 1] ViewCaieniar & Request New Leaming (R} Leaming Home
CONNIE GREEN Contact Us
*View | Current Learning = [ co

My Learning Classes

You do not have any learning classes.
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14. | Click the View drop-down list.

15. | Click the All Completed Learning list item.

16. | Click the Go button.
=0

17. | Notice the course CONNECT HCM Fundamentals is displayed
under All Completed Learning with a status of Completed.

18. | Click the Home link.

Favorites ¥ Main Menu ¥

- CONNECT

Top Menu Features Description c ov

Our menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located at
the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu, now
supports type ahead
which makes finding
pages much faster

A& Home Sign out [s

Personalize Content | Layout ? Help

Step  Action Notes

19. | Click the Sign out link.

End of Procedure.

20. | You have completed the topic "Accessing a Web-Based Course".

Viewing Your Course Details (Progress, Grades, Approvals, Schedule, etc.)

Once enrolled into a course, you can view your progress, class schedule, grade & attendance,

notes & attachments, and approvals.
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+>» CONNECT

Class Details (7

Class Name Multiculturalism and the Workplace Type Classroom
Class Code OPD-3001-2015-11-24 Contact NANCY KLINE
Price Per Seat — Drop Charge —
Enroliment Status Enrolled Confirmation Number 15897
Start Date 11/24/2015 End Date 11/24/2015
Last Enroliment Date 11/24/2015 Last Drop Date —

Duration 1 Hrs

Progress Schedule Grades and Attendance Notes and Attachments Payment Details Approvals

Scheduled Sessions

Day Date Start Time End Time Time Zone Instructor Location
Tuesday * 1112412015 1:00PM 200PM  EST JAMES Annapolis, MD
Y . SCREVEN pols.

* Required Sessions
Drop Recommend Leaming

@ To be able to add event to your calendar, set up your calendar in the Learning Preference page.

Procedure

In this topic, you will view the details for a course in which you are enrolled.

.( ).

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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Favorites ¥ Main Menu ¥

+% CONNECT

TRAINING GUIDE
CONNECT Employee Self Service

#& Home | Signout

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

Self Service

8. Click the Learning menu.

9. Click the My Learning menu.

Favorites ¥ Main Menu ¥ Self Service ¥
+» CONNECT
7

My Learning
JAMES DAVIS

Leamning

My Leaming

[ View Caleiidal ¢ Request New Leaming ¢ Leaming Home

A Home Sign out

Contact Us

“View Current Learing Go
My Learning [ EL 14 0f4
Title Type Status Date Action My Ratings Delete  [=
Court Professional Certificate (CPC) U Curriculum Registered 08/23/2015 Drop
Multiculturalism and the Workplace Classroom Enrolled 08/12/2015 Drop
Advanced Topics in Sentencing Course Planned 08/24/2015 Enroll @
Customer Service for Court '
orofeesonate Course Planned 0811212015 Enroll i}
My Learning Competencies | & 12072
Title Proficiency Status Target Completion Assigned By Leamning Remove
Relationship building 2 & Needed 1213112015 JAMES DAVIS Find Leaming i
P = -~ PPN P =]

Step  Action

10. | Click the Multiculturalism and the Workplace link.

Multiculturalism and the Workplace
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Step ‘ Action Notes

11. | Click the Vertical scrollbar to move down the page.

12. | Click the Schedule link.

13. | View the class and session details.

14. | Click the Grades and Attendance link.
|Grades and Attendance]

15. | Aninstructor or administrator will update your progress,
attendance, and passing status as you attend the course.

You can view these statuses at any time.

16. | Click the Notes and Attachments link.
[Notes and Attachments]

17. | Any notes or attachments added by the instructor or
administrator will be displayed on this page.

This class however, does not contain notes or attachments.

18. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

> CONNECT

Personalize Content | Layout ? Hep

Step ‘ Action
19. | Click the Sign out link.
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Action

20. | You have completed the topic "Viewing You Course Details
(Progress, Grades, Approvals, Schedule, etc.)".
End of Procedure.

Understanding and Completing Course Learning Components

Learning components are the building blocks of a course. CONNECT supports 6 basic types of
learning components:

e Web-based
e Session

e Webcast

o Test

e Survey

e Assignment

Each course must have at least 1 learning component but could have more than one. In most
cases, you will see courses that either have a class session, web-based component, or a survey
used to evaluate the course.

+- CONNECT

Maryland Judiciary

Start Date 10/20/2015 End Date 10/20/2015
Last Enroliment Date 10/20/2015 Last Drop Date —
Duration 2 Hrs
Progress Schedule Grades and Attendance Notes and Attachments Payment Details Approvals

Class Progress

Progress Enrolled Grade Not Graded

Passing Status Pending Comments O

Instructor NANCY KLINE

Class Syllabus
‘You must complete this class by 10/20/2015.
To receive credit for this class you must complete all required tasks in order.

Instructor-led Class View Schedule and Locations
Required  Class
Progress Not Attempted

2 Class Evaluation
Optional Survey
Progress Not Attempted

Drop Recommend Learning

€ To be able to add event to your calendar, set up your calendar in the Learning Preference page.

Procedure

In this topic, you will view a course's learning components.
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.( ).

CONNECT

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "james.davis" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | Main Menu v

& CONNECT

Personalize Content | Layout ? Help

Step | Action

6. Click the Main Menu button.

Main Menu ~
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7. Click the Self Service menu.
3 Self Service ¥

CONNECTed

TRAMIKIG LIEAM

8. Click the Learning menu.
1 Leaming 4

9. Click the My Learning menu.
My Learning

Favortes ¥ MainMenu ~ SelfSenice ¥ > Leaming ¥ My Leaming 4 Home | Sign out
+» CONNECT
pe”
My Learning [ ViewCalendat &, Reauest New Leaming ¢§: Learning Home:
JAMES DAVIS Contact Us
*View Current Learning [ co

My Learning 1@ 15015

Tite Type Status Date Launch Action Wy Ratings Deiete

Court Professional Certficate (CPC) - ¢ ricyjym Registered 0812312015 Drop

Being Galm and Clear — Mindiuiness . L
e o iy Classroom Enolled 0812712015 Drop E
Mutticuturalism and the Workplace  Classroom Enrolled 081212015 Drop

Working with Personality Types Orline Enrolled 0811212015 ] Drop

Customer Service for Gourt

s

e o Course Planned 081212015 Enrol o

My Learning Competencies 1@ 1202

Title Proficiency status Target Completion  Assigned By Learning Remove

Relationship building 2 B Needed 1273112015 JAMES DAVIS Find Learning il

Customer Focus 2 8 Needed 083172015 JAMES DAVIS Find Learning kil

View All Objectives.

Step  Action Notes

10. | Click the Being Calm and Clear -- Mindfulness in Work and Play
link.

Being Calm and Clear - Mindfulness
in Work and Play

11. | Click the Vertical scrollbar to move down the page.

12. | Notice this course has two learning components:

e Instructor-led Class

e Class Evaluation

You must satisfy the requirements for each component in order
to receive credit for the course.

In this example, the instructor-led class is required but the class
evaluation is optional.
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Step ‘ Action Notes

13. | In some cases, you might need to complete the first component
before you can start the second component.

In this example, you would have to complete the class before you
could complete the evaluation.

14. | Click the Instructor-led Class link.
Instructor-led Class

15. | You can view the completion details for each component that
defines the course.

Completion details for instructor led classes will be entered by
the instructor or learning administrator based on your
participation in the class.

16. Cllck the Return to Previous Page link.
: Re urn to Previous Pagei

17. | Click the Class Evaluation link.
|Class Evaluation

18. | View the completion details for the class evaluation.

Online components such as surveys and web-based courses will
be updated automatically as you launch and complete the
component.

19. CI|ck the Return to Previous Page link.

Re urn to Previous Page

20. | Click the Home link.
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Favortes ¥ | MainMenu v A Home | Signout

& CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

21. | Click the Sign out link.

22. | You have completed the topic "Understanding and Completing
Course Learning Components".
End of Procedure.

My Learning

Use the My Learning page to view all your learning transcripts, perform actions such as drop and
enroll, and print certificates of completion for selected courses.

My Learning [ View Calendar &3 Request New Learming (/g Leaming Home
Contact Us
*View Al leaming - any stalus, type or date [=] "G
My Leaming I 1606
Title Type Status Date Launch Action My Ratings Delete

Court Professional Certficate (CPC) g ricyiym Registered 082312015 Drop

Being Calm and Clear — Mindfulness o

N ang by Enrolled 0812712015 Drop

Multicuturalism and the Workplace  Classroom Enrolied 08/122015 Drop

Working with Personality Types ~ Online Enrolied 03/1212015 ® Drop

g;‘;f‘;";“;;i“’“e for Court Course Planned 081122015 Enrol il
Advanced Topics in Sentencing Classroom Requested 08/12/2015 Modify i}
My Learning Competencies I 1202
Title Proficiency Status Target Compleion  Assigned By Learning Remove
Relationship buiding 2 5 Needed 121312015 Assigned 8y Find Learing @
Customer Focus 2 51 Needed 0813172015 Assigned 8y Find Learning @

Viewing the Personal Information Home Page

You can view your personal information in the CONNECT Learning system. Any changes to your
personal information however, must be made in the CONNECT HR system.
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+% CONNECT

Maryland Judiciary

Personal Information Home
NANCY KLINE

Name

NANCY KLINE

Address Summary

Address Type Address Primary

Home 123 High Street Annapolis, MD 12345 02

Email Addresses

Email Type Email Address Primary

Business

Phone Numbers

Phone Type Phone Primary

Business 001-410/555-9999

Learning Preferences
PeopleSoft Calendar Filter Current Learning

Program Display Option  Expanded

Rows Displayed 15 items per page

Procedure

In this topic, you will view your personal information page in the CONNECT learning
environment.

.( ).

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

2. Enter "nancy.kline" into the User ID field.
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3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

Favorites ¥ | Main Menu v

% CONNECT

Personalize Content | Layout 7 Help

Step  Action Notes

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
L1 Self Service 4

8. Click the Personal Information Home menu.

Ij Personal Information Home

9. Note: This a view only page. Your personal information on this
page was fed from the CONNECT HR system.

Any updates that need to be made to your personal data must be
performed in the CONNECT HR system.
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Favortes ¥ | ManMenu v Self Senvice ¥ Personal Information Home:

CONNECTe

TRAMIKIG LIER NET

+~ CONNECT

Personal Information Home /ﬁ Learning Home!
NANCY KLINE

Name

NANCY KLINE

123 High Strest Annapolis, MD 12345 02

Email Addresses
Email Type Email Address Primary.

Step ‘ Action Notes

10. | Click the Vertical scrollbar to move down the page.

11. | Some of the data on this page was masked for privacy.

12. | Click the Update Learner Preferences button.
| Update Learner Preferences |

13. | When you search the catalog for courses or programs, CONNECT
is set to automatically display the "Basic Search" page which
limits your search criteria.

If desired, you can change this setting to "Advanced Search"
which will automatically display the advanced search fields when

you access the catalog.

For this example, do not change the setting.

14. | Click the Cancel button.

Cancel

15. | Click the Home link.
# Home
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Favorites ¥ | MainMenu v

- CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

16. | Click the Sign out link.

17. | You have completed the topic "Viewing the Personal Information
Home Page".
End of Procedure.

Viewing Learning Transcripts & Printing a Certificate of Completion

Use the My Learning page to view all your learning transcripts, perform actions such as drop and
enroll, and print certificates of completion for selected courses.

Favoriles =

£ CONNECT

view | Current Leaming El [
My Learning | & 1404
St D Act My Ratings
0618720 Orop
o732
0818720 Drop
07729215 i
My Leaming Competencies N 180f3
Title Proficiency Status Target Completion Rssigned By Leaming
Job Knowledge and Skils 8 Needed JAMES DAVIS Find Le:
Communication 2 B needea 1211502015 JAMES DAVIS Fina Leaming
Leadership B Needed 121812018 JAMES DAVIS Find Leaming

view All Objectives

Procedure

In this topic, you will view your learning transcripts and print a certificate of completion for a
completed course.
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)

CONNECT

Password
Select a Language
® Enable Accessibility Mode

Set Trace Flags

Step | Action Notes

1. Click in the User ID field.

Enter "nancy.kline" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

DA o

Click the Sign In button.

Sign In

Favorites ¥ Main Menu ¥ A Home Sign out

4 CONNECT

Personalize Content | Layout ? Help

Step | Action

6. Click the Main Menu button.

Main Menu
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7. Click the Self Service menu.

CONNECTed

TRAMIKIG LIEAM

8. Click the Learning menu.

9. Click the My Learning menu.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leamning A Home Sign out
+» CONNECT
Maryland y
My Learning View Calendar &% Request New Leaming % Leaming Home
NANCY KLINE Contact Us
“View [Current Learning [ eo
My Learning [ 140r4 |0
Title Type Status Date Action My Ratings
Court Supervisor-Manager Certificae
Program (CSMC) Curriculum In-Progress 08/18/2015 Drop
Court Professional Certificale Program ey Pending Approval 071312015
(crC)
CSIMC 9 - Legal Research Classroom Pending Approval 08/18/2015 Drop
Being Calm and Clear — Mindfulness in
Work and Play Classroom Planned 0712912015 Enroll
My Learning Competencies [EL 1-30f3
Title Proficiency Status Target Completion Assigned By Leaming
Job Knowledge and Skills 2 B Needed JAMES DAVIS Find Leaming

PR - L U ierimoaan et

Step @ Action [\ [o] {1

10. | Click the Vertical scrollbar to move down the page.

11. | By default, the My Learning page displays your current learning
and competencies.

Current learning consists of courses and programs that you are
currently involved with whether they are planned, pending
approval, enrolled, in-progress, etc.

12. | In addition to viewing your learning activities on the My Learning
page, you can perform certain actions.

You can click any word in blue to view additional information. For
example, clicking a course title will display more information
about the course.

You can also use the action buttons to drop or enroll into a
course or program.

13. | Click the Court Supervisor-Manager Certificate Program
(CSMC) link to view additional course information.
Court Supervisor-Manager Certificate
Program (CSMC)
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14. | When finished, click the Return to Previous Page link to return to
the My Learning page.

CONNECTed

.C_h Return to Previous Page;

15. | You can use the View drop-down list to change the view from
Current Learning to something else. Options include:

e Completed learning

¢ Dropped learning

¢ All learning within the last 90 days

¢ All completed learning for the calendar year
¢ All learning, any type and status

* Requested learning

16. | Click the View drop-down list.

17. | Click the All Dropped Learning list item.

18. | Click the Go button.
=0

19. | All dropped learning is displayed.

20. | Click the View drop-down list.

21. | Click the All completed learning this calendar year list item.

22. | Click the Go button.
=0

23. | All learning that was completed during the current calendar year
is displayed.

24. | Click the View drop-down list.

25. | Click the Requested Learning list item.

26. | Click the Go button.
=0

27. | All submitted learning requests are displayed.

28. | Click the View drop-down list.

29. | Click the All Completed Learning list item.

30. | Click the Go button.
=0
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31. | If you see a print icon for a specific learning item, you can click
the icon to print a certificate of completion for that item.

In this example, the print icon is not available for the MS Word
Advanced Course and the Excel Advanced Course since these are
supplemental learning and were completed outside of CONNECT.

32. | Click the Print button for Advanced Topics in Sentencing.
=

33. | Use the toolbar at the bottom of the page to print or save the
certificate as desired.

2 hitp://hrtest mdcourts.gov:123 0 < & X s =
% v B v ) @ v Pagev Safetyv Took~ @v [ iF O

Certificate of Completion

This certifies that
NANCY KLINE
has successfully completed

Advanced Topics in Sentencing

as of 05-28-2015

Step @ Action

34. | When finished, click the Close (X) button to close the certificate.

]

Page 219



TRAINING GUIDE
CONNECT Employee Self Service TQONN EQTEd

Favorites ¥ Main Menu v Self Service ¥ Learning ¥ My Learning A& Home Sign out
-~ NNECT
o
Maryland Judiciary
“View [All Completed Leaming =] [ eo
My Learning (J:E2) 13073
Title Type Status Date Action Print My Ratings i
Advanced Topics in Sentencing Classroom Completed 05/28/2015 Review e
MS Word advanced Course Academic Course Completed 05/06/2015
Excel Advanced Course Academic Course Completed 05/05/2015
My Learning Competencies NE 1303 |z
Title Proficiency Status Target Completion Assigned By Leaming
Job Knowledge and Skills 2 B Needed JAMES DAVIS Find Leaming
Communication 2 5 Needea 12/15/2015 JAMES DAVIS Find Learning
Leadership 2 B Needed 12/15/2015 JAMES DAVIS Find Leaming
View All Objectives
'

Step | Action

35. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

+ CONNEC

Personalize Content | Layout ? Help

Step @ Action [\ [o] {=1

36. | Click the Sign out link.

37. | You have completed the topic "Viewing Learning Transcripts and
Printing a Certificate of Completion".
End of Procedure.
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Dropping a Self-Enrolled Course from My Learning

From the My Learning page in CONNECT, you can drop courses and programs that have been
self-enrolled by you. You cannot drop courses or programs that have been assigned by your
manager or a learning administrator.

Sign out

My Learning
NANCY KLINE

“View [Cutrent Learning El [76s

My Leaming &

Titke Type Status Date Action My Ratings

Planned 071282015 Enroll

My Learning Competencies

Title Proficiancy Status Target Completion Assigned By Leamning

Procedure

In this topic, you will drop a self-enrolled course.

)

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step @ Action Notes

1. Click in the User ID field.

Enter "nancy.kline" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step | Action

5. Click the Sign In button.

Sign In

Favorites ¥ Main Menu ¥ A Home Sign out

% CONNECT

Personalize Content | Layout ? Help

Step | Action Notes

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. | Click the Learning menu.

9. | Click the My Learning menu.

10. | Note: You can only drop a course or program that was self-
enrolled by you. You cannot drop a course or program that was
assigned by your manager or a learning administrator.
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TRAMIKIG LIEAM

Favortes ¥ Main Menu Self Service ¥ Leaming My Leaming A Home | signout
+» CONNECT
v
Maryland Judiciary
My Learning ‘E View Calendar % Request New Leaming /ﬁ} Leaming Home
NANCY KLINE Contact Us
“View Current Leaming ][ eo
My Learning [ 1505 |2
Title Type Status Date Action My Ratings

Court Supervisor-Manager Certificate

Program (CSMC) Curriculum In-Progress 08/18/12015 Drop
Customer Senice for Court Professionals  Classroom Enrolled 08/13/2015 Drop
(Cé’:g)w"fess'c'"a' Certificate Program ¢ e yjym Pending Approval 07/13/2015 L
CS/MC 9 - Legal Research Classroom Pending Approval 081812015 Drop
Being Calm and Clear — Mindfulness in
Work and Play Classroom Planned 07/29/2015 Enroll
My Learning Competencies | & 13073
Title Proficiency Status Target Completion Assigned By Leaming
S o f ~ I tarermo mavnn P T

Step @ Action [\ [o] {1

11. | Click the Drop button for the course "Customer Service for Court
Professionals".

Drop

12. | Click the Drop button to confirm the action.
Drop

13. | Notice the message indicating the drop was successful.

14. | Click the My Learning link.
My Learning

15. | By changing the current view, you can see all learning items that
have been dropped.

16. | Click the View drop-down list.

17. | Click the All Dropped Learning list item.

18. | Click the Go button.
G0

19. | Notice the course that was just dropped (Customer Service for
Court Professionals) is displayed with a status of "Dropped".

20. | Click the Home link.
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Favorites ¥ | Main Menu ¥ A Home Sign out

+% CONNECT

Personalize Content | Layout ? Help

Step ‘ Action Notes

21. | Click the Sign out link.

22. | You have completed the topic "Dropping a Self-Enrolled Course
from My Learning".
End of Procedure.

Requesting a New Class for an Existing Course

Learning requests enable you to request new courses and classes if they are not in the CONNECT
catalog or if classes are full or waitlisted. You can enter desired preferences for the course or
class such as dates, times, locations, etc. It is important to note however, submitting the request
does not guarantee that the requested learning will be offered.
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TRAMIKIG LIER ART

~  search

CONNECT

Request Learning
NANCY KLINE

Existing or New Request

@ Existing - Use this option to request a new class for an existing course in the catalog
Course [Microsoft Excel 2013 — Level 1 Search
New - Use this option to request a new course not found in the catalog
“Category Q
*Title

Learning Request Preferences
Job Title Profess Develop Spec

Priority | Required for job

[ [ [

Delivery Method |No Preference
Start Dates From [09/01/2015 [

To|12/31/2015 |5

Days
Monday Tuesday Wednesday Thursday
[ Friday [ saturday [ sunday
Times [Aftenoon =]

Request Enroliment

Special Request [\yheeicnair Access »

Hearing Impared [
Other L5
Vision Impaired

Facility | Judicial Education & Conference CEHB
Instructor| CARL OWENS [=]

Description

&

TRAINING GUIDE
CONNECT Employee Self Service

Rl Advanced Search

ﬂ Leamning Home

Procedure

In this topic, you will search the learning catalog for a specific class, realize the class doesn't
exist, then request the class to be created.

)

CONNECT

Password

Select a Language

H Enable Accessibility Mode

Set Trace Flags

Step @ Action Notes

1.

Click in the User ID field.

2.

Enter "nancy.kline" into the User ID field.

Click in the Password field.
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4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

Favorites ¥ | Main Menu ¥ A Home Sign out

- CONNECT KIS -

Personalize Content | Layout ? Help

Step | Action [\ [o] {1

6. Click the Main Menu button.

Main Menu

7. Click the Self Service menu.

8. | Click the Learning menu.

9. Click the Find Learning menu.

10. | Note: Before submitting a request for a new course or class, it is
important to search the catalog first to ensure the desired
course/class doesn't currently exist.
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Favortes ¥ Main Menu Self Service Leaming Find Leaming A Home | signout

- CONNECT DIEEmmy -

Find Learning o Request New Leatning (} Leaming Home
NANCY KLINE Basic Search | Advanced Search Contact Us
Filter by |Search by keyword ®
Location -
No Country (41) Search Results View Al First 1-150f 59 Last
United States (5)
+] Expand  [=] Collapse

Category
Maryland Judiciary Learn.. (57) Advanced Topics in Sentencing (JDI-1009)

Learning Type N
No Learning Type (44) & © Plan for Later
Classroom (7)
Curriculum (4)
Certfication (3)

Few would disagree that sentencing is the most difficult aspect of a judges job. Advanced Topics in Sentencing will focus on the law of
Web-based Course (2)

sentencing and corrections, including alternatives to incarceration. View Details

Upcoming Events There are no classes currently scheduled for this course
Anytime (41)
Next 30 Days (4)
Next 60 Days (4) Appellate Judges' Perspectives on Family Law Cases (JDI-1003)
Next 90 Days (4)
90+ Days (1) gﬁ; (©) Plan for Later

Rating

Step @ Action [\ [o] {1

11. | Click in the Search by keyword field.

12. | Enter "excel" into the Search by keyword field.
13. | Click the Search button.

®»

14. | Click the Vertical scrollbar to move down the page.

15. | Notice there are several Excel courses in the catalog but none of
the courses have scheduled classes.

16. | Click the Vertical scrollbar to move back up the page.

17. | Click the Request New Learning link.

@:}"., Request New Learning

18. | The Learning Request function provides the ability to either
request a new class for an existing course or request a new
course.

In this example, you will request a new class for the Level 1
Microsoft Excel course.

19. | Click in the Course field.

20. | Enter "excel" into the Course field.

21. | Click the Search button.
Search
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22. | Click the Select button for the course in which you are requesting
the class.

CONNECTed

Select

23. | Notice the course you selected is populated in the Course field.

24. | The Learning Request Preferences allow you to specify your
desired preferences for the class such as:

¢ Delivery method
e Date range

¢ Days of the week
¢ Facility

e |nstructor

Remember, these are your desired preferences but does not
guarantee that a learning administrator will create the class
based solely on these preferences.

25. | Click the Priority drop-down list.
No Preference B2

26. | Click the Required for job list item.
|Required for job |

27. | Click the Delivery Method drop-down list.
No Preference (=]

28. | Click the Classroom list item.
[Classroom |

29. | Click in the Start Dates From field.

[ ]

30. | Enter"09/01/2015" into the Start Dates From field.

31. | Click in the Start Dates To field.

[ ]

32. | Enter "12/31/2015" into the Start Dates To field.

33. | Click the Vertical scrollbar to move down the page.

34. | Click the Monday option.
[T monday

35. | Click the Tuesday option.
[C] Tuesday
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36. | Click the Wednesday option.
[Tl wednesday

37. | Click the Thursday caret.
[C] Thursday|

38. | Click the Times drop-down list.
| No Preference [ ]

39. | Click the Afternoon list item.
|Afternoon |

40. | Click the Request Enrollment option.

[l Request Enroliment

41. | Note: By selecting Request Enroliment, you are requesting the
person creating the class to enroll you afterwards.

42. | Click the Facility drop-down list.

| -]

43. | Click the Judicial Education & Conference Center list item.
[Judicial Education & Conference Center |

44. | Click the Submit Request button.
Submit Request

45. | Notice the message indicating the request was submitted
successfully.

46. | Click the Home link.

Favorites ¥ Main Menu ¥ A Home Sign out

~R
A Al + | search Rl Advanced Search
Moryland Judiciary

Personalize Content | Layout ? Help
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47. | Click the Sign out link.

48. | You have completed the topic "Requesting a New Class for an
Existing Course".
End of Procedure.

Sending an Ad-Hoc Email to a Class Administrator

From within CONNECT, you can send an ad-hoc email to a learning administrator or the AOC
Education Division.

% CONNECT

My Learning T View Calondar % Roquest New Learning ¢} Leaming Home
JAMES DAVIS Contact Us
*View|Current Learing [ e
My Learning [N 1-50f5
Title Type Status. Date. Launch Action My Ratings Delete
g‘;‘”‘ Professional Gertificate (CPC)  yrricyum Registered 0812372015 Drop
Being Calm and Clear — Mindfulness .
e Classroom Enrolled 0812712015 Drop
Muiticulturalism and the Workplace  Classroom Enrolied 08/1212015 Drop
Working with Personality Types  Online Enrolled 0611272015 ® Drop

Customer Senvice for Court
s

Eroomonale Course Planned 08/12/2015 Envol i}

My Learning Competencies |&@ 12012

Titie Proficiency Status Target Completion  Assigned By Learning Remove

Relationship building 2 B Needed 12312015 JAMES DAVIS Find Leaming o

Customer Focus 2 B Needed 083112015 JAMES DAVIS Find Leamning i)

View All Objectives

Procedure

In this topic, you will learn how to send an ad-hoc email from CONNECT to a learning
administrator or the AOC Education Division.

Password

Selecta Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.
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1. | Click in the User ID field.
2 Enter "james.davis" into the User ID field.
3 Click in the Password field.
4. | Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In

Favorites ¥ | Main Menu v

% CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {=1

6.

Click the Main Menu button.

Main Menu ~

Click the Self Service menu.

L1 Self Service

Click the Learning menu.

1 Leaming

Click the My Learning menu.

Ij My Learning

10.

Anywhere you see "Contact Us" in the CONNECT Learning
System, you can click the link to send an email to the MD Courts

Education Division.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Leaming ¥ My Leaming

+ CONNECT

My Learning ] view Catendar &, Request New Leaming (§ Learning Home:
JAMES DAVIS Contact Us
Viow [Gurrent Loaming =l

My Learning 18 15015
Title Type Status Date Launch Action Wy Ratings Deiete
Coun Professional Cetficate (CFC) - cyrrcuium Registered 082312015 Drop

Being Calm and Clear — Mindfuiness .

e Classroom Enrolled 082712015 Drop

Muliculturalism and the Workplace  Ciassroom Enrolled 081212015 Drop

Warking with Personality Types Oriine Enrolled 081212015 ® Drop

Customer Service for Court

5

ey Course Planned 0811212015 Enroll i)

My Learning Competencies [§2) 2012
Tite Proficiency status Target Completion  Assigned By Leamning Remove
Relationship buiding 2 B Needed 1203172015 JAMES DAVIS Find Learing i
Customer Focus 2 8 Needed 082172015 JAMES DAVIS Find Learing i
View Al Gbjectives

CONNECTed

TR A IKIG LIER N

4 Home | Sign out

Step | Action [\ [o] {1

11. | Click the Contact Us link.

Contact Us

12. | Notice Outlook opens with the Education Division email address
automatically populated.

13. | Compose your email to the Education Division by entering a
Subject and the contents of the email as desired.

Untitled - Message (HTML)

|> Follow Up - Q .’

= Hd B
MESSAGE  INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW

o ¥ cu . : o N
o Calibri Boc - |11 | AT A C 2 [EE é“@ @ b Q

Paste i Addrss Check Attach Attach Signate |2 TPOMNCE Apps
aste BIU WA~ 5= Address Ched ach Attach Signature oom  Apps for
S ot s 4 s Check | Asacn e snawe LD
Clipboard r. Basic Text 5 Names Include Tags 5 Zoom | Apps

To. ducationdivision @mdcourts gov

ce.
Send

Suje

'(C(;NNECT

message and
this me ssage and

T @E - 8 X

Step | Action

14. | In this example, you will not actually send the email.

Click the Close button.
x
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Step @ Action
15. | Click the No button.

Favortes ¥ MainMenu ~ SelfSenice ¥ > Leaming ¥ My Leaming 4 Home | Sign out
+ CONNECT
-
My Learning ] view Catendar &, Reauest New Leaming (§: Learning Home:
JAMES DAVIS fechicugit]
*View Current Learning = [ o
My Learning 1@ 150f5
Tite Type Status Date Launch Action My Ratings Delete
Sourt Professional Certicate (SPC) Cumicuium Registered 0812312015 Drop
Being Galm and Clear — Mindiuiness . L
e Classroom Enrolled 0812712015 Drop =
Multcuturalism and the Workplace  Classroom Enrolled 081212015 Drop
Working with Personality Types Orline Enrolled 0811212015 ® Drop
Customer Service for Court
s
e Course Planned 081212015 Enrol i)
My Learning Competencies 1@ 1202
Tite Proficiency Status Target Completion  Assigned By Learning Remove
Relationship building 2 B Needed 1273112015 JAMES DAVIS Find Learning il
Customer Focus 2 8 Needed 083172015 JAMES DAVIS Find Learing o

View All Objectives.

Step @ Action Notes

16. | Click the Being Calm and Clear -- Mindfulness in Work and Play
link.

Being Calm and Clear -- Mindfulness|
in Work and Play

17. | If you prefer to contact a specific Learning Administrator as
opposed to contacting the Education Division, you can click the
Contact name on the Class Progress page.

18. | Click the Jimmy Partin link.
Jimmy Partin
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CONN

= Hd B
MESSAGE ~ INSERT  OPTIONS

Paste ru
Format Painter

Clipboard 5 BasicText
To, mmy.partin@mdcourts.gov
c.

Subject

Thanks,

James Davis

Administrative Office of the Courts
580 Taylor Ave
Annapolis, Maryland 21401
[ nec

‘(C)(;NNECT

Untitled - Message (HTML)

FORMATTEXT  REVIEW

w > FollowUp -
Lz f L

B 5 U

Address Check  Attach Attach Signature Zoom | Appsfor
Book Nemes File Tem- - ¥ LowImportance Office

Names Include Tags 5 Zoom  Apps

sender at

e exclusive use of

this me ssage and

my contsin confidentialor privileged information. I you sre not the intended recipient, plessa natify the

Step | Action

ECTed

TR AR WG

19.

Click the Close button.

b 4

20.

Click the No button.
(]

Step

Favores ¥ | ManMenu v

Self Service ™

% CONNECT

Leaming ¥ My Leaming

4 Home | Sign out

Class Progress
JAMES DAVIS

©

Class Details (7

Class Code OPD-1001-2015-10-20
Price Per Seat —
Enroliment Status Enrolled
Start Date 102202015

Last Enroliment Date 101202015

Progiess  Schedule  Grades and Aftendance
Class Progress
Progress Enrolied

Passing Status Pending

Instructor NANCY KLINE

Class Syllabus

O Retum o Previous Page (§ Learing Home:

Being Calm and Clear - Mindfulness in Work and Play

Class Name Being Calm and Clear — Mindfulness in Work and Plagpe Ciassroom

Contact RANGYKITNE]
Drop Charge —
Confirmation Number 12054
End Date 1072072015
Last Drop Date —

Duration 2 Hrs

Notes and Attachments Payment Details Approvals

Grade Not Graded

Comments (3

Action

21.

Click the Home link.
# Home
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Favorites ¥ | MainMenu v

+ CONNECT

Personalize Content | Layout ? Help

Step @ Action [\ [o] {1

22. | Click the Sign out link.

23. | You have completed the topic "Sending an Ad-Hoc Email to a
Class Administrator".
End of Procedure.

Time Reporting - Timesheets

View Monthly-Daily Schedule - Punch Time

An employee can view their monthly and daily schedule.

Time Reporting ~

% CONNECT

Monthly Schedule
JOHN REYNOLDS

sunday Monday y
- 1 4 ]
e 3
[ 7 [] 9 | arroscosce 10 1 12
& &
1 14 18 e 16 FLeme—T 13
n 2 22 2 pr— 2 F]
i S L 3

In this topic, you will view the monthly and daily schedule as an employee who uses an punch
timesheet.
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o ®
(CONNEQT

Password
Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes
1. Click in the User ID field.

Enter "john.reynolds" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

DA o

Click the Sign In button.
Sign In

Favorites ¥ | MainMenu v

< CONNECT

# Home |

Personalize Content | Layout F
((’\) B Gl Gl & o- | |Employee Expiring Licenses S ev Announcements )
No expiring licenses in the next 60 days
Timesheet Overtime oot .
Reportyour e (® Requests [E# my Expiration Dates S o~ o Gurrent Announcements
Sty ek DO averime
ime perod. i ID Description _ EndDate _ Days to End Date
Careers Interview o Personal
Careers s o vew DA ca Information
jobs and manage Ve s Summa Company Directot <
ORF F N w bl O 583 Comeen it
oo i yof
scheduled to ‘your personal ‘Search by Name, Job Title, Department, or Email
paricipae. nformaton

My Current Training

ADA
Accommodation [ g M) Profile Summary Advanced Search
(BN reauest &= vinage suas Views
o competencies, summary of

ADA
‘Accommodation nd your training
Request sccompishments information.
in your current
profie.
Compensation Curent
Hi Dos
$) =

optons

Step | Action

6. Click the Main Menu button.

Main Menu ~
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7.

Click the Self Service menu.

L1 Self Service

Click the Time Reporting menu.

1 Time Reporting

Click the View Time menu.

d  view Time

10.

Click the Monthly Schedule menu.

El  Monthly Schedule

11.

The current month will be visible on the Monthly Schedule page.
You can change the month by clicking on the drop down menu.

Monthly Sehedule

#& Home | Sign out

Monthly Schedule

JOHN REYNOLDS Employes 1D 000002371
Previous Monith 03 - September V] Next Monih
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday

snrososor 1| amposoosor 2| areosaosor 3 ameoscosce 4| ore
SODAM-GOOPM | SO0AM- SOUPM. | SODAM-SO0PM | S00AM- 500°M

P § | sneostosoe 1 | ameoonosos 8 | ameoscosor 9 | areosnosor 10 areosnosoe 11 ore
SO0V SO0PH | SO0AN- SO0PH | 300N SO0 | S0AU- S0P | SC0AM S0P

& @®

oFF 13 ssposcosor 14 smpososoe 15 arpososor 16 arposaosor 17 arposoosor 18 ore
SODA- S0PH | SODAM-5O0PI | SO0AN- SOUPM | S0DAM-500PM | SODRM- 500PM

orF 20 sreoscosor 21 ameostosoe 22| amposoosor 23 arposacsor 24 areoecosor 25 orr
SO0AM-S00PM | SO0AM-500PM | SO0AM- SOPM | S:00AM- SO0PM | SO0AM- 500PM

o 20 ssroscosor 28 ameoscosor 29 areososor 30
SODAML S:00PM | SODAN-S00PM | 5:00AM- SO0FM

Legend

2 Approved Trsining [ Planned Absence @ Hoiiday OFF Scheduied OFF Day

Ion

P C)

Notific NavBar

New Window | Help | Personalize Page | &
e | wold

Step  Action Notes

12.

Click the Vertical scrollbar to move down the page.

13.

The Legend identifies the icons on the days in the calendar.
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Favortes ¥ MainMenu SeffSence ¥ 5 TimeReporting v ViewTr Monthly Sehed

& CONNECT

#& Home | Sign out

Notifcation  NavBar

1 [ amroscosoe 2 | arposoosoe 3 | areoscosor 4 | orr H A
SOoANe SCOPIE | S00AM 80P | 500AM 80P | B0DA 8007
o 6 [ aeosoosoe 7| areoscosoe 8 | eoscomos 9 | amenanceoe 10 anensnonce 1] o 2
SOOAM-SI0PH | SIOAN-GO0PH | SO0AM- SOFM | 5.00AL- 500°Y1 | B0TA 50071
@ @
o [Ep—— = 15| meoscomoe. 16| aneosnceor 17 aneosncscr 18] ore 19
SO0ALL 50PH1 | SO0AN. SCOPIT | S00AM. S0P | 800AL 500PY1 | B0DA 5009
o 20 aeoncosoe 21 anposcosoe 22 areoscosoe. 23] aneosncecr 24 aneosnoscr 25 ore 2
SO0ANL S0PII | SO0AN. SC0PIT | SOBAM. 800°M | 800AU 500PU | S00A 5007
o 21 sreoscoroe 28 arposcosoe 29 pseosoonos 30
SO0ANE S0P | SI0AN-SO0PU | SOBAN 500
Legend
7 Approved Training [ Planned Absence & Holiday OFF Scheduled OFF Day
Scheduie Preferences
S servee
Time Reporing
v

Step | Action

14. | Click the Vertical scrollbar to move back up the page.

Favortes ¥ | MainMenu v Self Senvice ¥ Time Reporting ¥ > View Time ™ Monthly Schedule 4 Home | Sign out

% CONNECT

Newwindow | Help | Personaize Page | o]

Monthly Schedule

JOHN REYNOLDS Employee ID 000002371

Previous Mot 09 - September (2015 [=] Next Month

sunday Monday Tuesday Wednesday Thursday Friday Saturday

arposoosor 1| arpososor 2 | Areosoosor 3 | arPosoosor 4 | oFF
BODAM-500PI | GODAM-S00PM | 8:00AM-S:00PM | 50DAM- S:00PM

EY

oFF & | areososor 7 | arposcosor 8
BO0AM-500PM | 3:00AM- 5:00PM

-]

13 areosoosor 14 areoscosor 15
BO0AM-500PM | 3:00AM- 5:00PM

9
&)

9
e
S

20 sreosoosor 21 areoscosor 22
BO0AM-500°M | 5:00AM- 5:00PM

B G

ArPoso0sor 28 areoscosor 29
BO0AM-500°M | 5:00AM- 5:00PM

o
13

ARPOSOOSOF 3
B00AM. 5:00PM

Arposoosor 16
B00AM. 5:00P10

ARPosoosor 23
E00AM. 5:00PM

ARPOsoosor 30
E00AM. 500

arposoosor 10| areosoosor 1 oFr
B00AM-5:00PM | 8:00AM- 5:00PM

(]

arposoosor 17| areosoosor 18 oFr
B00AM-5:00PM | 8:00AM- 5:00PM

Arposoosor 24| areosoosor 25 oFF
B00AM- 5:00PM | 5:00AM- 5:00PM

B

Action

15. | Click the 7 link.
7

16. | For this example, the employee is scheduled to work 8.00
however, 9/7/2015 is a Holiday.
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Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Monthly Schedule

Schedule Detail for 09/07/2015
JOHN REYNOLDS

Adm

st

Primary Schedule

Schedule Detail || Time Reporting Elements

shiftip Taskgroup off snift

ARPOB00S0F AOC_REG
Alternate Schedule

No schedule data for today
Training Details

No training data for today

Absence Details

No absence data for today
Holiday Details

Labor Day - 8 hours

Retum to Monthly Schedule

Task Reporting Elements

Time Reporiing ¥ > ViewTime ¥ 5 Monthly Schedule

Employes ID 000002371
Empl Record 0

n Meal n out

8:00:00AM 12:00.00PM 1:00:00PM

5:00:00PM

ime Zone:

EsT

TRAINING GUIDE
CONNECT Employee Self Service

#A Home | Sign out

New Window | Help | Personalize Page | B

Sched,
Hrs More

8.00{lirg

Step | Action

17.

Click the Return to Monthly Schedule link.

|Return to Monthly Schedulel

Favores ¥ | MainMenu v Self Service ¥

% CONNECT

Time Reporiing ¥ > ViewTime ™ >  Monthly Schedule

Monthly Schedule
JOHN REYNOLDS Employes ID 000002371
Brevious Wonty 09 - September [x[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
arpostosor 1 | Arposoosor 2 | ARPosoosor 3 | aRposaosor 3 | oFF
S00AM-SO0PIA | 0AM- SO0PM | S:00AM- S:0PM | G:004- S00PM
G
oFF & areosoosor I areosooste 8 ameosoosor @ ameosoosor 10 arepsoosor M o
BO0AM-S00PM | SODAVLSODPM | GODAMESO0PM | 5:00AM-S00PW | S00AM- SO0PM
oFF 13 areososor 14 areosoosor 8 areosoosor 18 areosoosor A7) areosoosor 18 o
BO0AM-S00PM | SODAVLSODPM | GODAME SO0PM | 5:00AM-S00PW | S00AM- SO0PM
oFF 20 areosoosor 21 areosoosor 22 arposnosor 23 areosoosor 24 areosoosor 28 o
BO0AM-S00PM | SODAVLSODPM | GODAME SO0PM | 5:00AM-S00PM | S00AM- SO0PM
oFF 27 nreososor 28 areosaosor 29 areosoosor 30
BO0AM-S00PM | B00AVL SO0PM | S0DAM- SO0PM

)

# Home

Sign out

New Window | Help | Personalize Page | i

Step  Action

18. | Click the 15 link.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Time Reporting ¥

% CONNECT

Monthly Schedule
Schedule Detail for 09/15/2015
JOHN REYNOLDS

Administrative Asst|

Primary Schedule

Schedule Detail || Time Reporting Elements || Task Reporting Elements.

shiftip Taskgroup

ARPOZ0050F AOC_REG 8:00:00AM

Alternate Schedule

No schedule data for today
Training Details

No training data for today

Absence Details

Noabsence data for today

Holiday Details
No holiday data for today

Retum to Monthly Schedule

=7 Notify

off snitt In Meal

12:00.00PM

CONNECTed

TR AR WG

ViewTime ¥ 5 Monthly Schedule

#A Home | Sign out

New Window | Help | Personalize Page | B

Employes ID 000002371
Empl Record 0

n out

. Sched,
Time Zone: 14 More:

1:00:00PM 5:00:00PM EsT 8.00{lirg

Step | Action

19.

Click the More link to view Shift Details.

Favorites ¥ | MainMenu ~ Self Service ¥ Time Reporting ¥

+ CONNECT

Schedule Detail for 09/15/2015
Shift Information

JOHN REYNOLDS
Administrative Asst|

Primary Schedule

ShiftID ARP0S0DSOF Taskgroup AOC_REG

Shift Details (2
shift Time || Time Reporting Elements || Task Reporting Elements.
Punch Type Punch Time
In S00.00AM
Meal 12:00:00PM
in 1:00:00PM
out 500:00PM

Retun to Daily Detail

(=] Notify

Personalize | Find | & B

View Time ¥ Monthly Schedule 4 Home | Sign out

New Window | Help | Personaiize Page |

Employee ID 000002371
Empl Record 0

Fist @ 14014 @ Last

Time Zone
EsT
EST
EST
EST

Step | Action

20.

Return to Daily Detail

Click the Return to Daily Detail link.
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Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Monthly Schedule

Schedule Detail for 09/15/2015
JOHN REYNOLDS

Adm

st

Primary Schedule

Schedule Detail || Time Reporting Elements

shiftip Taskgroup off snift

ARPOB00S0F AOC_REG
Alternate Schedule

No schedule data for today
Training Details

No training data for today

Absence Details
No absence data for today
Holiday Details
No holiday data for today

Retum to Monthly Schedule

Task Reporting Elements

Time Reporiing ¥ > ViewTime ¥ 5 Monthly Schedule

Employes ID 000002371
Empl Record 0

n Meal n out

8:00:00AM 12:00.00PM 1:00:00PM

5:00:00PM

ime Zone:

EsT

TRAINING GUIDE
CONNECT Employee Self Service

#A Home | Sign out

New Window | Help | Personalize Page | B

Sched,
Hrs More

8.00{lirg

Step | Action

21.

Click the Return to Monthly Schedule link.

|Return o Monthly Schedule |

Favores ¥ | MainMenu v Self Service ¥

% CONNECT

Time Reporiing ¥ > ViewTime ™ >  Monthly Schedule

Monthly Schedule
JOHN REYNOLDS Employes ID 000002371
Brevious Wonty 09 - September [x[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
arpostosor 1 | Arposoosor 2 | ARPosoosor 3 | aRposaosor 3 | oFF
S00AM-SO0PIA | 0AM- SO0PM | S:00AM- S:0PM | G:004- S00PM
G
oFF & areosoosor I areosooste 8 ameosoosor @ ameosoosor 10 arepsoosor M o
BO0AM-S00PM | SODAVLSODPM | GODAMESO0PM | 5:00AM-S00PW | S00AM- SO0PM
oFF 13 areososor 14 areosoosor 8 areosoosor 18 areosoosor A7) areosoosor 18 o
BO0AM-S00PM | SODAVLSODPM | GODAME SO0PM | 5:00AM-S00PW | S00AM- SO0PM
oFF 20 areosoosor 21 areosoosor 22 arposnosor 23 areosoosor 24 areosoosor 28 o
BO0AM-S00PM | SODAVLSODPM | GODAME SO0PM | 5:00AM-S00PM | S00AM- SO0PM
oFF 27 nreososor 28 areosaosor 29 areosoosor 30
BO0AM-S00PM | B00AVL SO0PM | S0DAM- SO0PM

)

# Home

Sign out

New Window | Help | Personalize Page | i

Step  Action

Click the Home link.
# Home

22.
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Favorites ¥ | MainMenu v

> CONNECT

((\J) B O Cari e & o~ | Employee Expiring Licenses S e~ Announcements
No expiring licenses in the next 60 days
Timesheet Overtime oot .
Raetyorime (@) Roauests [ My Expiration Dates S lov)| | NeGurentAmauncements
mmkeee 50

Absence
Request
your 1 View or add
your shsence
requests. requests
Interview
H

() overtime
ID Description  End Date  Days to End Date

E]%ﬂ) Company Directory

mmmmm ry of
el

s yourperson Search by Name, Job Title, Deparimen, or Email
portcipee. nformaton
ADA My Current Training
Accommodation [ g M) Profile Summary Advanced Search
(BN reauest &= vinage suas Views

ADA compeer summary of

Acconmodation and Jour aiting

Reauest = nts riormaton

Compensation Current
History Documents
$) ocuments
options. ‘the current

e

®

CONN

# Home | Sign out

Personalize Content | Layout

Step | Action [\ [o] {1

23. | Click the Sign out link.

24. | You have completed the View Monthly-Daily Schedule - Punch
Time topic.

End of Procedure.

Report Time - Punch Timesheet with Project, Activity, and Overtime

A punch timesheet allows an employee to enter time worked as in/meal/in/out (punch) times

worked per day using a variety of time reporting codes that determine the category for the time
worked.

< Lo L Ll ke o] Lel Le] L
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Procedure

In this topic, you will report time on a punch timesheet that includes work on a project and
overtime.

CONNECT
User ID

Select aLanguage

English v

M Enable Accessibility Mode

Set Trace Flags

Step @ Action Notes

1. Click in the User ID field.
2. Enter "kerry.dennis" into the User ID field.
3. Click in the Password field.
4, Enter "welcomel" into the Password field.
5. Click the Sign In button.
Sign In
6. | The CONNECT HCM home page includes "pagelets" which is a

small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.
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TR A IKIG LIER N

Favortes ¥

- CONNECT

(@ Employee Seif Service Links Employee Expiring Licenses 5 o~ | @ Announcemen ts o ev

D Deseription EndDate Days to End Date

i the next 60 days

@ Company Director 2 o~
g~ "

‘Sesren by Name, Jos Tite, Depariment.or Emsil
®

scvancad Searsn

Step | Action [\ [o] {1

7. Click the Timesheet link.

Timesheet

T —

8. You can use the Previous Week and Next Week hyperlinks to
navigate forward and backwards.

Employees may report time for up to 3 previous pay periods.

Favorbes ¥ MainMenu ¥ SefSenice ¥ > TimeReporing ¥ 5 ReporTime™ > Timeshest

+ CONNECT
(o
New incow | rep | 1
] RN
Timesheet
ooonoease
s
Select Another Timeshset
i
From 0973012015 to 1010672015
Conments  Dey Do Feported Satus n e ow Pone ime Repering Code Guanty O s Pt Aciviy oae
o g e a Q a Qo @
o oz e 3 ame @
o e e a Q a Q@
o an O e a 2 a N
o wen 105 ew Q Q Q Qe @
o e 05 e 3 N
Soveieriaier St Car
Summary | Loave  Compersatory Toe | Bbsenes
Reported Time Summary Personaize | Fing | 0] B 12012
Wea ™ P st sn o Tue
ot 0o 104 102 100 104 105 1055
. v
< >

Step | Action Notes

9. Click in the In field.

I

10. | Enter "8a" into the In field.
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Step ‘ Action Notes

11. | Click in the Lunch field.

12. | Enter "12p" into the Lunch field.

13. | Click in the In field.

14. | Enter "1p" into the In field.

15. | Click in the Out field.

16. | Enter "5p" into the Out field.

17. | Click the Time Reporting Code drop-down list.
I 3l

18. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |

19. | Click in the In field.

20. | Enter "8a" into the In field.

21. | Click in the Lunch field.

22. | Enter "12p" into the Lunch field.

23. | Click in the In field.

24. | Enter "1p" into the In field.

25. | Click in the Out field.

26. | Enter "5p" into the Out field.

27. | Click the Time Reporting Code drop-down list.
[ v

28. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |

29. | Click in the In field.

30. | Enter "8a" into the In field.

31. | Click in the Lunch field.

32. | Enter "12p" into the Lunch field.
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Step ‘ Action Notes

33. | Click in the In field.

[ ]

34. | Enter "1p" into the In field.

CONNECTed

35. | Click in the Out field.

[ ]

36. | Enter "5p" into the Out field.

37. | Click the Time Reporting Code drop-down list.
[ ~]

38. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

39. | To add additional time for a specific day, click the plus sign in the
right hand column to insert a new row for that day. This might
include Comp Time or Overtime.

Click the Add a new row at row 3 button.

40. | Click the Time Reporting Code drop-down list.
I ]|

41. | Click the 02 OVT15 - Overtime list item.

[02 CVT15 - Overtime |

42. | Click in the Quantity field.

L]

43. | Enter "1" into the Quantity field.

44. | If the overtime is related to a project, the employee would select
a Project and Activity ID.

Click the Look up Project ID button.

45, | Click the COURT OPS link.

COURT OFS

46. | Click the Look up Activity ID button.

B

47. | Click the OT-JURY link.

48. | Click in the In field.

i

49. | Enter "8a" into the In field.
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Step ‘ Action Notes

50. | Click in the Lunch field.

51. | Enter "12p" into the Lunch field.

52. | Click in the In field.

53. | Enter "1p" into the In field.

54. | Click in the Out field.

55. | Enter "5p" into the Out field.

56. | Click the Time Reporting Code drop-down list.
[ V]|

57. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |

58. | Click in the In field.

59. | Enter "8a" into the In field.

60. | Click in the Lunch field.

61. | Enter "12p" into the Lunch field.

62. | Click in the In field.

63. | Enter "1p" into the In field.

64. | Click in the Out field.

65. | Enter "5p" into the Out field.

66. | Click the Time Reporting Code drop-down list.
[ V]|

67. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |

68. | Click the Add a new row at row 8 button.

+

69. | Click the Time Reporting Code drop-down list.
I ~

70. | Click the 02 OVT15 - Overtime list item.
[02 OVT15 - Overtime |
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Step ‘ Action Notes

71. | Click in the Quantity field.

L]

72. | Enter "1" into the Quantity field.

73. | Click in the Project ID field.

I

74. | Enter "court" into the Project ID field.

75. | Click the COURT OPS object.

COURT OPS Court Operations

76. | Click the Look up Activity ID button.

77. | Click the OT-LAND RCDS link.

OT-LAND RCDS

78. | Click the Submit button.
Submit

Favarts Seif Sarvice +

% CONNECT

Timesheet
Submit Confirmation

< >

Step ‘ Action Notes

79. | Click the OK button.

ey

I

80. | The Summary tab summarizes worked overtime and comp time
hours by day.
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CONNECTed

TRAMIKIG LIEAM

Favortes ¥ MainMeny ¥

+ CONNECT

N
elect Another Timesheet
R [ S —| Previous Week  Next Wesk
“Date Bo02015_[H
Reported Hours 20
From 0873012015 to 1010672015
Comments Dsy Dste  Reported Status n Lunch n out PUNER Time Reporting Code uantity QUEGE gne ProjectiD Actiity 1D Date
o wes a0 s.00:00aw] 1200007 [ rouo0ew] [ somo0e 20 Q Q
o The 101 5:00-00aM] [1200:00PM | 1:0000PW] [ 5:00.00PM] Q Q
° il L "« Q
o Neads Approval &:00:00aw] 1200:00PM [ 0000w [ 5:00.008] - a Q
's} st e New Q a a Q 10a
o S 04 New Q Q & Q 10
o Mon 105 Nesss Approval :00-00AM] [1Z00:00PM [ TODD0PN] [ 00:00PM] 5001 REG -Regular Tme. v Q aQ X Q 10
[} Te 08 Sumtes ) Q Q [couRTors oy [GTLAND RGBIQ 10r]
o Needs Approval 8:00:00aM| [12:00:00PM [ 1:00-00PM| | 5:00-00PM| 8,001 REG - Regular Time V| Q Q @ Q 10k
Sove forLaar Submit Ciear
Summary || Lesve Compensslory Trme || Abserce
Reported Time Summary Personsize | Find | & | & 130f3
we T e sat sin Yon Tus
(Category ot 00 101 02 103 104 105 106
ime warkea 20 20 20 00 20 o0
Tots Reported Hours a20 50 &0 a0 20 00
i

< >

Step @ Action [\ [o] {1

81. | Click the Leave / Compensatory Time tab.

| Leswve [ Compensatory Time |

82. | Leave and Comp Time balances can be viewed on the
Leave/Compensatory Time tab.

83. | Click the Absence tab.

Absence

84. | The Absence tab can be used to launch an absence request. This
topic will be explored in more detail in the Absence Management
UPKs.

All accrued absence balances can be viewed at the bottom of the
timesheet page.

85. | Click the Home link.
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Favortes ¥

- CONNECT

Step | Action [\ [o] {1

86. | Click the Sign out link.

87. | You have completed the Report Time - Punch Timesheet with
Project, Activity, and Overtime topic.
End of Procedure.

View Monthly-Daily Schedule - Elapsed Time

An employee can view their monthly and daily schedule.

& CONNECT.

New Window | Helo | Pesson
Month sl

e EEEEEEEEE———

Procedure

In this topic, you will view the monthly and daily schedule as an employee who uses an elapsed
timesheet.
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o ®
(CONNEQT

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

Enter "matthew.lamp" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | MainMenu v

& CONNECT
Morylandudiciary Persanalize Content | Layout ?)

G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days

# Home | Sigr|

Timesheet Overtime

"oty /@, Roauests ' Wy Expiraton Dates e « CONNECT Oniine Training

and task defaiks for View or add your

adayweek or (DD overime

time perod requests. ID Description  EndDate  Days to End Date

Careers Interview on_ Personal

Carcerssictoview NI A Calendar Information

jobs and manage View interviews E Summary E]%ﬂ) Company Directory c

your spplcsiors. of applicants in Review s
whehyouse  summa ry of
stheduisd to your personal ‘Search by Name, Job Title, Department, or Email
partiipat. information

My Current Training

ADA

Accommodation [ g M) Profile Summary My Org Chart Advanced Search
(/ Request &= viarnage sias. Viewa

o competences summary of

ADA
‘Accommodation your raining
Request information.

Compensation
: E

nd
sccompishments
in your current
profie.

Curent
[

)

Step Action

6. Click the Main Menu button.

Main Menu ~
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Step | Action [\ [o] {=1

7. Click the Self Service menu.
L1 Self Service L

8. Click the Time Reporting menu.

1 Time Reporting 4

9. Click the View Time menu.
J  View Time 3

10. | Click the Monthly Schedule menu.
El  Monthly Schedule

11. | The current month will be visible on the Monthly Schedule page.
You can change the month by clicking on the drop down menu.

Favortes ¥ | MainMenu Self Senice ¥ e View Time. Monthly Schedule # Home | Sign out

Notifcation  NavBar

ew Winow | Help | Personaize page | B |
Monthly Schedule
MATTHEW LAMP Employee 1D 000006326
Previous Monih 09 - September v Next Month
Sunday Monday Tuesday  Wednesday  Thursday Friday saturday
smesem 1 amesm 2 amesm 3 ammmm 4 oFF H
aHos BHous BHous srous
o 6 wesm I |mesm B amesm 9 |aeewm 10 amemm 11 o 12
£t Btours St
@ @
oF 13 amemr M smewr 15 amemm 16 aremm AT avewm 18 oF 19
sros [y Shours S rours St
B
o 2 weor 2 mem 2 smesr 2 arewm 24 pmemw 29 OFF 2
ators sHos BHous BHous srous
Be B G
oFF 20 sresn 28 premm 29 amesm 30
Legend
v
&2 Approved Training [y Plamned Absence & Hoay OFF Stheduied OFF Day

Step @ Action [\ [o] {=1

12. | Click the Vertical scrollbar to move down the page.

13. | The Legend identifies the icons on the days in the calendar.
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TRAMIKIG

Favortes ¥ MainMenu SeffSenice ¥ 5 TimeReporting ¥ > ViewTime ™ 5 Monthly Schedule #& Home | Signout
+ CONNECT
i At Notiation  Navar
T 5 R
s Bhous 5o SHous
o 6 [amesm I |mem B |mesr 9 |aewm 10 memw 11 oF 12
atars ahars BHous 8 Hous
@ @
o 13 e M amesm 15 ameom 16 pmewm AL ancmn 18 orr 19
sHaurs SHours BHous 8 Hous BHous
B
o 20 amemr 20 mmewr 22 acemm 23 avemm 24 aemm 29 ofF 2
shars shaurs Bhous 8o Srous
B B B
oFF 2 sesr 28 pmesm 29| amemm 30
sHous shours
Legend
[ Approved Training [ Planned Absence & Holday OFF Scheduied OFF Day
Schedule Preferences
Sef Senice
Time Reporting
= Notty v

Action

14. | Click the Vertical scrollbar to move back up the page.

Favorites ¥ | MainMenu v Self Senvice ¥ Time Reporting ™ > View Time ™ Monthly Schedule 4 Home | Sign out

% CONNECT

New Window | Help | Personaize Fage | i |
Monthly Schedule
MATTHEW LAMP Employee ID 000006326
Previous Mot 09 - September (2015 [=] Next Month
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
sresiR 1 smesR 2 amesR 3 [ aRemR 4 OFF
& Hous & Hous & Hours & Hours
G B E
oFF 6 amemr 7 amesr 8 amemr 9 amemm 10 apemm M oore 1z
8Hours & Hous & Hous & Hours & Hours
(-] ]
oFF 13 sresr Moaresr 18 apesmr 16 spemm A7 amemm 18 o 1
8Hours & Hous & Hous & Hours & Hours
oFF 20 sresr 20 aresr 22 amesr 23 apemm 24 amemm 25 o 28
BHours & Hous & Hous & Hours & Hours
oFF 27 sresr 28 aresr 29 apemr 30
BHours & Hous & Hous

Action

15. | Click the 7 link.

16. | For this example, the employee is scheduled to work 8.00
however, 9/7/2015 is a Holiday.
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Favortes ¥ | ManMenu v Self Senvice ¥ Time Reporting ¥ > View Time ¥

% CONNECT

Monthly Schedule

Schedule Detail for 09/07/2015
MATTHEW LAMP

Law Clerk

Empl Record 0

Primary Schedule

Schedule Detail || Time Reporting Elements || Task Reporting Elements.

ShiftiD Taskgroup Off shift Sched Hrs

ARESHR AOC_REG

Alternate Schedule

No schedule data for today
Training Details
Notraining data for today

Absence Details

No absence data for today

Holiday Details
Labor Day - 8 hours

Retum to Monthly Schedule

=] Notify

Monthly Schedule

Employes ID 000006326

CONNECTed

TR AR WG

4 Home | Sign out

New Window | Help | Personalize Page | B2

Step @ Action

17.

Click the Return to Monthly Schedule link.
[Return to Monthly Schedule |

Favorites ¥ | MainMenu ~ Self Service ¥ Time Reporting ¥ > ViewTime ¥ > Monthly Schedule

% CONNECT

Monthly Schedule
MATTHEW LAMP Employes ID 000006326
Brevious Wonty 09 - September [=[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
sresik 1 aresR 2 amesiR 3 |aResR 4 OFF
& Hous & Hous & Hous & Hours
G B
oFF 8 amesm I amesr B amesr 9 aresk 10 aresm M orr
BHours & Hous & Hous & Hous & Hours
] ]
oFF 13 amesrr 14 amesr 18 amesnr 18 aresm AT amessm 18 o
BHours & Hous & Hous & Hous & Hours
oFF 20 amesrr 20 amesr 22 amesnr 28 aresm 24 amess 25 o
BHours & Hous & Hous & Hous & Hours
oFF 27 sresr 28 aresr 29 amemr 30
BHours & Hous & Hous

A Home | sign out

New Window | Help | Personaize Page | & «|

i

Step | Action

18. | Click the 15 link.

[15]
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Favortes ¥ | MainMenu v elf v Time Reporting ¥ View Time ¥ Monthly Schedule 4 Home | Sign out

% CONNECT

New Window | Help | Personalize Page | B2
Monthly Schedule

Schedule Detail for 09/15/2015

MATTHEW LAMP Employes ID 000006326
Law Clerk Empl Record 0

Primary Schedule
Schedule Detail | Time Reporting Elements | Task Reporting Elements

ShiftiD Taskgroup Off shift Sched Hrs
ARESHR AOC_REG 200

Alternate Schedule

No schedule data for today
Training Details
Notraining data for today

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Retum to Monthly Schedule

=] Notify

Step @ Action

19. | Click the Return to Monthly Schedule link.
|Return o Maonthly Schedule|

Favorites ¥ Main Menu v e v Time Reporting ¥ View Time ¥ Monthly Scheduie A Home Sign out

3 CONN,EET

New Window | Help | Personaize Page | & «|
Monthly Schedule
MATTHEW LAMP Employes ID 000006326
Breiious Tion 09 - September [=[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
smesR 1 amemR 2 acesR 3 amemR 4 OFF 5
& Hous & Hous & Hours & Hours
G B =
oFF 8 smesm I smesm B amesm 9 amesm AQamemm A1 orr 12
& Hours & Hous & Hous & Hours & Hours
] ]
oFF 13 aresrm Moaresm A5 amesm 18 amessm A7 amemm 18 orf 13
& Hours & Hous & Hous & Hours & Hours
oFF 20 sresrm 2 smesr 22 amesm 23 amesm 24 amemm 25 oFF 2
& Hours & Hous & Hous & Hours & Hours
oFF 27 presrm 28 aresr 29 amesir 30
& Hours & Hous & Hous

Step  Action

20. | Click the Home link.
#& Home
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Favorites ¥ | MainMenu v

- CONNECT

CONNECTed

TR A IKIG LIER N

4 Home | Sign out

Personaiize Content | Layout 2|
G) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days
Timesheet Overtime CONNECT Onlne T
Raetyorime (@), 1 [E# my Expiration Dates S ev rine Tramng
2 day, week,or jour sbsenc
i period ID Description End Date _Days to End Date
Careers Interview o Personal
Carcerssictoview NI A Calendar Information
p jobs and manage View interviews E Summary g Company Directory c
Vour appiestions. ofspplcants in Reviewa
nhyouste | summer ry of
scheduedto your personal Search by Name, Job Title, Department, or Email
partcipat. informaion ®
ADA My Current Training "
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
Request &_ Manage skills, View a
(/ ADA compete summary of
‘Aczommodation and yourtraining
Request nts infematon

o

Curent
Documents
Uge -
Yo

pe

Compensation
History

variable, and stoc doc v
optons the curent
peiod

Step | Action [\ [o] {1

21. | Click the Sign out link.

You have completed the View Monthly-Daily Schedule - Elapsed
Time topic.
End of Procedure.

22.

Report Time - Elapsed Timesheet with Project, Activity, and Comp Time

An elapsed timesheet allows an employee to enter time worked in hours per day using a variety
of time reporting codes that determine the category for the time worked.

05 CUPTX - Comg Twe Taken |

<

Procedure
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In this topic, you will report time on an elapsed timesheet that includes regular work hours and

overtime/comp time project hours.
o( ).
CONNECT

User ID

Password
Sele nguage

W Enable Accessibility Mode

Set Trace Flags.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "pamela.vaughn" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In I

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.
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Favoritas ¥

- CONNECT

- | [Employee Expi

Licy

fryses et 0 aors
7 uy Expraton Dates o ov

I Descrption End Date Days to End Date

QO Company Directory
668

‘Search by Neme, Job Tite, Department,or Emil
®

1 My Org Chert

Advancad Sasrch

CONN

ECTe

TR A IKIG LIER N

d

Step | Action [\ [o] {1

7. Click the Timesheet link.

Timesheet

Dimmrrs sy 8

8. You can use the Previous Week and Next Week hyperlinks to
navigate forward and backwards.

Employees may report time for up to 3 previous pay periods.

Timesheet
Mick Mouse Empoyes D 00000867
£reg Mansger - E-oubien e Record 0
Eeriest Change Date 0010272015
Select Another Timesheet
view By Week Previous Week  Next Wesk
“oste[a0z0ts 5
Reported Hours 0
From Wednesday 09/30/2015 to Tuesday 1010612015 (7
Wed Th Fi Son Mo Tue Overic
= = = & = Tue Totet Time Reporting Code = swit ProjectiD AatiityID
3 Q=
| B
I — | Q Q F
o for Later Sut
Reported Time Status || Summary || Leave / Compensatory Time | Absence | Excepio
Reported Time Status Personatzs | Fina [B) B 1ot
s Total TRE Comments
o0
< >

Step @ Action Notes

9. Click in the Wed field.

L ]

10. | Enter "8" into the Wed field.
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Step ‘ Action Notes

11. | Click in the Thu field.

L 1]

12. | Enter "8" into the Thu field.

13. | Click in the Fri field.

14. | Enter "8" into the Fri field.
15. | Click in the Mon field.

L1

16. | Enter "8" into the Mon field.

17. | Click in the Tue field.

I

18. | Enter "8" into the Tue field.

19. | Click the Time Reporting Code drop-down list.
[ v

20. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

21. | Click in the Fri field.

I

22. | Enter "1" into the Fri field.

23. | Click the Time Reporting Code drop-down list.

I vl

24. | Click the 04 CMPTE - Comp Time Earned list item.
|04 CMPTE - Comp Time Eamed |

25. | If the overtime is related to a project, the employee would select
a Project and Activity ID.

Click the Look up Project ID button.
26. | Click the COURT OPS link.
27. | Click the Look up Activity ID button.

28. | Click the OT-CRIMINAL link.

29. | Click in the Mon field.

L ]
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Step ‘ Action Notes

30. | Enter "1" into the Mon field.

CONNECTed

31. | Click the Time Reporting Code drop-down list.
L v

32. | Click the 04 CMPTE - Comp Time Earned list item.
[04 CMPTE - Comp Time Eamed |

33. | Click in the Project ID field.

L 1]

34. | Enter "court" into the Project ID field.

35. | Click the Court Operations object.
COURT OPS Court Operations

36. | Click the Look up Activity ID button.

37. | Click the OT-FAMILY link.

38. | Click the Add a new row at row 3 button.
39. | Click in the Tue field.

I

40. | Enter "1" into the Tue field.

41. | Click the Time Reporting Code drop-down list.

[ vl

42. | Click the 05 CMPTK - Comp Time Taken list item.
[05 CMETK - Comp Time Taken |

43. | Make sure to review your inputs before submitting.

Click the Submit button.
Submit

44. | After time has been submitted, you can review the status on the
Reported Time Status tab.

45. | Click the Summary tab.

46. | The Summary tab summarizes worked overtime and comp time
hours by day.

47. | Click the Leave / Compensatory Time tab.

| Leave { Compensatory Time |
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Step @ Action [\ [o] {=1

48. | Leave and Comp Time balances can be viewed on the
Leave/Compensatory Time tab.

49, | Click the Absence tab.

Absence

50. | The Absence tab can be used to launch an absence request. This
topic will be explored in more detail in the Absence Management
UPKs.

All accrued absence balances can be viewed at the bottom of the
timesheet page.

51. | Click the Home link.

Step  Action Notes

52. | Click the Sign out link.

gnm out

53. | You have completed the Report Time - Elapsed Timesheet with
Project, Activity, and Comp Time topic.
End of Procedure.

Request Overtime

Employees will be able to submit a request for overtime through self service and the request will
route to their manager for review and approval.
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Favorites ~ Main Menu ¥ Request Overtime Add

+ CONNECT

Request Overtime
Overtime Request Details

Marti Robinson Employee ID 000700050

HR Manager |l Employment Record 0

Actions ¥
Overtime Information

Date On Request 07302015 (W (exampie: 07/2272015

Overtime Hours

Comment complete tasks to meet deadine | &

Submt

Cancel and Retum to Overtime Requests

Procedure

In this topic, you will request overtime.

User ID
Password
Select a Langua

CONNECT

Step | Action Notes

1. Click in the User ID field.

2. Enter "marti.robinson" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

SignIn
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Step @ Action

TRAINING GUIDE

CONNECT Employee Self Service

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links

pagelet which allows for quick navigation to the most visited
CONNECT pages.

Notes

Employee Expiring Licenses

No expiing lcenses inthe next 60 days
| |55 Company Directory

Search by Name, Job Title, Depariment, or Email
®
7% My Org Ghart Advanced Search
your

@ Announcements

No Gurrent Announcements.

i m e
profie.
Training Absence Current
s Request Documents
o 1 sy Upiste o v
et your
e requests peformarce
et
perod
[E# Wy Expiration Dates. S ov
10 Dezcrption End Date Days to En Date

# Home | Sign out
Personaiize Gontent | Layout 7 He
S o
S ov
S o-
®oo% -

Step @ Action

7. Click the Overtime Requests link.
(Overtime
Requests

Favortes *  Main Menu

Self Senice ~

- CONNECT

Time Reporling ¥ > ReportTime ™ > Overtime Requests

Overtime Requests

Employee 1D 000700060

Employment Record 0

View Options 2

Montn 57 July S
Elview All Requests

vear[2075 5] ViewReauests

‘Add Request

Seif Service

Time Reporting

New Window | Help | Personalize Page

# tome  Signout

oo v
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Step | Action

8. Click the Add Request button.
| Add Request |

Request Overtime
Overtime Reguest Details

uuuuuuuuuuuuuuuuuu

eeeeeeeeeeeeeeeeeeeeeeeeeeeeee

%% v

Step | Action Notes

9. Click the Choose a date button.

The date must be the current date or a future date. An overtime
request cannot be submitted for a prior date.

o
10. | For this example use the month of July and select Thursday 30.

Click the 30 link.
30

11. | Click in the Overtime Hours field.

[ ]

12. | Enter "3" into the Overtime Hours field.

13. | Click in the Comment field.

Always enter comments.

14. | Enter "complete tasks to meet deadline" into
the Comment field.

15. | Click the Submit button.

| Submit |
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Favortes ¥ Main Menu Request Overtime Add

TRAINING GUIDE
CONNECT Employee Self Service

#& Home  Sign out

- CONNECT

Request Overtime

Submit Confirmation

[V

Approval Details

iodon

Rooame  Name Neton™ TarsatonDatecomment

SRS V— destt | ormmis conmsstess o meetcasane
o

New Window | Help | Personalize Page | i)

®o0%

Step @ Action [\ [o] {1

16. | Click the OK button.

17. | Notice the Request Status displays "Needs Approval".

The approval will be routed to your Manager.

Favortes ~  Main Menu e

% CONNECT

Overtime Requests

Employee 1D 000700060

Employment Record 0

]
View Gptions

Month 07 - July = Year[205 [v] View Requests
Eview All Requests

Overtime Requests Persoraize [View | B Fest @ 1011 ) Lot
Detas Dete On Recuest Overtme Hours Dete Submited  RecuestSatus
Detss ozomts 3000720015 N Approel
Add Request
SerServee

Time Reporting

Sign out

New Window | Help | Personaiize Page | i

®o0% v

Step @ Action

18. | You have completed requesting approval for overtime.

Click the Home link.
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Fovorites. ¥ | Mein Menu My Page # Home | Sian out
+ CONNECT
+
Personalize Content|Layout 7 Hel
Employee Self Service Links Employee Expiring Licenses S o
No expiing feenses i the next 50 days
|| 5 Company Directory S o+
Seatch by Name, Job Tite, Department,or Email
®
74 My Org Chat Acvanced Search
& Announcements S o
ADA My Current No Current Announcements.
Accommodation w1 Profiic Compensation
b s (3l §) G
408 .
Sosomrodaien pens.
Reuest oy
[E# my Expiration Dates S er
D Descrption EnaDate Days to End Date
®o0% -

Step | Action [\ [o] {1

19. | Click the Sign out link.

20. | You have completed the Request Overtime topic.
End of Procedure.

Report Time - Commissioner with Overnight Shift

This topic demonstrates time reporting as a commissioner user with an overnight shift.

<

Procedure

In this topic, a Commissioner will enter time on their timesheet. For this example, the
Commissioner has an overnight schedule.
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CONNECT

UserID

M Enable Accessibility Mode

Step @ Action Notes

1. Click in the User ID field.

2. Enter "debra.breeding" into the User ID field.

3. Click in the Password field.

L

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

& CONNECT

& v | [@ Announcement is

(@ Employee Seif Ser
@ oo

* GONNEGT Online Training

5’;‘& Company Directory S o~

‘Searon by Neme, Job Tite, Depariment,or Emsil

®

sk My Org Chart Advancad Search
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Step ‘ Action Notes

6. Click the Timesheet link.
7. Click in the In field.

I

8. Enter "11p" into the In field.

CONNECTed

9. Click the Time Reporting Code drop-down list.
[l v]]

10. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

11. | Click in the Out field.

I

12. | Enter "7a" into the Out field.

13. | Click the Time Reporting Code drop-down list.
[ V]|

14. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

15. | Click in the In field.

I

16. | Enter "11p" into the In field.

17. | Click the Time Reporting Code drop-down list.
[ ~]]

18. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

19. | Click in the Out field.

L]

20. | Enter "7a" into the Out field.

21. | Click the Time Reporting Code drop-down list.
[ vl

22. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

23. | Click in the In field.

I

24. | Enter "11p" into the In field.

25. | Click the Time Reporting Code drop-down list.
I vl
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Step ‘ Action Notes

26. | Click the 01 REG - Regular Time list item.
|01 REG - Regulsr Time |

27. | Click in the Out field.

—

28. | Enter "7a" into the Out field.

CONNECTed

29. | Click the Time Reporting Code drop-down list.
[ ~]]

30. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

31. | Click in the In field.

[—

32. | Enter "11p" into the Infield.

33. | Click the Time Reporting Code drop-down list.
[ 4|

34. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

35. | Click the Submit button.
Submit

36. | Click the OK button to certify the time is true and accurate.
Ok

37. | Click the OK button.

T e

38. | Inthe Reported Time Summary section, it displays the
Commissioner worked 3 days.

39. | Click the Home link.
40. | Click the Sign out link.
Sign out

41. | You have completed the Report Time - Commissioner topic.
End of Procedure.

Report Time - Recall Judges

Procedure

In this topic, you will complete a timesheet for a Recall Judge.
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.( ).

CONNECT

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

“CONN

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

ECTed

TRAMIKIG LIERNET

Step | Action Notes

1.

Click in the User ID field.

Enter "ben.clyburn" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

2
3
4.
5

Click the Sign In button.
Sign In

The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service

Links pagelet which allows for quick navigation to the most

visited CONNECT pages.

Favorites ¥ | Main Menu v

6) Employee Self Service Links

Timesheet
Report your ime.
and task detaiks for
3 day, week or
time period.

of in
hich you are
Stheduled (o
partiipate.

‘Accommodation an
Request sccompishments
in your current

profie.

Current
E Docum
m

bl and stock

optons.

Careers Interview o
Coreerssiteoview  (\EIA Calendar

jobs and manage Ve .

Your appis sions

ADA My Current
Accommodation (g — M) Profile
(BN Reauest A= virage sus
ADA competencies, imary of

Employee Expiring Licenses & o7
No expifing licenses i the next 60 days
[E# Wy Expiration Dates c ev

ID Description  End Date  Days to End Date

& Home

Personalize Content | Layout
Announcements

No Current Announcements.

Eg_b Company Directory
Search by Name, Job Title, Department, or Email

5% My Org Chart Advanced Search
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Judge. He will report time worked at 2 different Court Locations
for the week of September 30th.

7. To report time, click the Timesheet link.
Timesheet
8. For this example, we are accessing a timesheet for a Recall

Favortes ¥ | ManMenu ~

> SeffService ™

Time Reporting ~

+ CONNECT

Timesheet

Wed
9130

Save for Later

Date

Self Senvice
Time Reporting

Select Another Tir

mesheet

“View By

*Date (097302015

Th
101

submit

Reported Time Status || Summary

Reported Time Status

Total TRC

0.000000

B

ceptions

Reported Hours 0.0

From Wednesday 09/30/2015 to Tuesday 10/06/2015 (7
Fi
o2

sat
103

Apply Rules.

New Window | Heip | B

Employes ID 000000349

cccccccccccccccccc

[ a NE]
[z Q Q E
53| Q a B

personaize | Find || B 1011

Comments

Step  Action Notes

9. Click in the Row 1 Thu field.
10. | Enter "4" into the Row 1 Thu field.
11. | Click in the Row 1 Fri field.
12. | Enter "4" into the Row 1 Fri field.
13. | Click the Time Reporting Code drop-down list.
14. | Click the 02 DC - District Court list item.
[02 DC - District Court |
15. | Click the Look up Court Location button.
16. | Click the 0460118 link for District Court - Frederick County.
17. | Click in the Row 2 Mon field.
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Step ‘ Action Notes

18. | Enter "2" into the Row 2 Mon field.
19. | Click in the Row 2 Tue field.

L1

20. | Enter "6" into the Row 2 Tue field.

21. | Click the Time Reporting Code drop-down list.
| E2

22. | Click the 01 CC - Circuit Court list item.
[01 CC - Circuit Court |

23. | Click the Look up Court Location button.

24. | Click the 1002120 link for Circuit Court - Anne Arundel County.

25. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

26. | Notice the Processing ...Please wait icon indicating the
timesheet is being saved.

Note: this may happen quickly and you may not notice it.

New Window |‘ ‘
Timesheet (et

Message

1 nereby cerify that the time reported is @ true and accurate representation of the time worked. (23000,1)

1 hereby cerify that the time reported is a true and accurate representation of the time and assignments worked in the
period

oK
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Step @ Action

27. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.

28. | Click the OK button.

Favorites * | Main Menu ~ Time Reporting ~ Report Time ~ Timesheet #& Home | Sign out

& CON NECT =

Notifcation  NavBar

New Window | Help | (=)
Timesheet

BEN CLYBURN Employee ID 000000349

EmpiRecord 0

Actions~ Eariest Change Date 071012015
Select Another Timesheet

“View By Galendar Period ] Previous Period  Next Period
“Date 085020155,

Reported Hours 160

From Wednesday 09/30/2015 to Tuesday 1010612015

W= = = = = = = Total Time Reporting Code: uermde CourtLocation
20 64 80[02CC-CiutGout V] Q [1002120 =]
a0 0 80[0TDC-DetwiCor ]  [oiatis Q =
Save for Later Submit ‘Apply Rules

Reported Time Status || Summary || Exceptions

Reported Time Status Personaize | Find | 7| BB 1404

oate Reported Status Total TR Description Comments

10012015 Needs Approval 40DC District Court (s}

10022015 Needs Approval 400C District Court s}

10052015 Needs Aoproval 200c Gicut Cout [o}

10062015 Nesds Approval socc Gicut Cout =]

SeffSenvice

Time Reporting

Step  Action

29. | Click the Needs Approval link.

Mesds Approval

Favortes ¥ | MainMenu Self Senice ¥ Time Reporting Report Tir Timeshest #& Home | Sign out

+ CONNECT

Timesheet

Nofifaion  NavBer
New Window | Help | B

Approval Monitor

By AOC row DeptManager

|Reported Time Approval for DC on 2015-10-01:Pending
Route to AOC row Depthlanager
Pending

© JOHN CERA
Raired Juge tmeshest sperow

Reported Time Approval for DC on 2015-10-02:Pending
Route to AOC row Depthlanager
Pending
© JOHN CEIRA
Reired Judge imesheet aporoy

Reported Time Approval for CC on 2015-10-05:Pending
Route to AOC row Depthlanager
Pending
STEPHEN BAKER
Retred Judpe tmeshest approy

Reported Time Approval for CC on 2015-10-06:Pending
Route to AOC row Depthlanager
Pending

STEPHEN BAKER
O Retred Judps masnest psrou

Retum to Timesheet
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Action

30. | Notice the Approver for DC - District Court is O John Cejka and
the Approver for CC - Circuit Court is Stephen Baker.

Click the Return to Timesheet link.
Retum to Timesheet

Favortes ¥ | MainMenu ~ SeffSenice ¥ > Time Reporting ~ Report Time ~ 5> Timesheet #& Home | sign out

Nofifcation  NavBar

< CONNECT

New Window | Help |

Timesheet

BEN CLYBURN Employee ID 000000349
Resalled Judae EmplRecord 0
Actons~ Eariist Change Date07/0172015

Select Another Timesheet
“View By | Galendar Period ™ Previous Period  Next Period
*Date 095020153 4,

Reported Hours 160

From Wednesday 09/30/2015 to Tuesday 10/06/2015 (2

Wed sun Mo
0

o o - an Hon Ie Totai e Reporting Coce Qe Cotiocation
20 64 80 002120 =]
a0 X 80[0TDC-DetwiCor ] Q [peatis =
Save for Later Submit ‘Apply Rules

Reported Time Status || Summary || Exceptions

Reported Time Status Personalize | Find | 2] B 14014

oate Reported Status Total TR Description Comments

10012015 Needs Approval 40DC Distrct Court (s}

10022015 Needs Approval 400C District Court s}

10052015 Nesds Approval 20¢C Gircuit Gourt Q

10062015 Nesds Approval s0cc Gicut Cout =]

Self Service

Time Reporting

Step | Action

31. | Click the Summary tab.

32. | Click the Exceptions tab.

Sign out

Favortes ¥ | MainMenu v Self Senvic: Time Reporting ¥ Report Time ¥ 5  Timesheet #A Home |

% CONNECT

New Window | Help | ~|
Timesheet
Bl
2

Employee ID 000000343
Empl Record 0

Actions~ Earliest Change Date 07/01/2015
Select Another Timesheet

“View By Previous Period  Next Period
“Date 0973072015 |5},

Reported Hours 160

From Wednesday 09/30/2015 to Tuesday 10/06/2015 (7

Wed Thy Fi Sat Sun Mon Tue Override
930 101 02 w3 04 05 s S R o G Reason ST L
20 6.0 8001 CC - Circuit Court =] @ [1002120 Q [
4.0 4.0 8.0(02 DC - District Court [~] Q (0460118 a M
Save for Later Submit Apply Rules
Reported Time Status || Summary || Exceptions
Reported Time Status Personalize | Fina | €] BB 14014
Date Reported Status Total TRC Description Comments
10012015 Needs Approval 400G Distrct Court o
100212015 Needs Approval 400C Distrct Coutt =]
10052015 Needs Approval 20cc Gircut Court e} )
1010672015 Needs Approval 60CcC Circuit Court (o]
Seif Service i
gl 0 ’
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33. | You have submitted a timesheet for a Recall Judge that worked

at 2 different court locations.

Click the Home link.
# Home

Favorites ™ Main Menu ~

4 Home | Sign out
% CONNECT

Personalize Gontent | Layout 2
6) Employee Self Service Links o o~ | Employee Expiring Licenses S e Announcements )
No expiring licenses in the next 60 days

Timesheet ® Overtime Absence Mo Curent A )

Report your tme Requests Request | (= irati s o~ o Gurrent Announcements.

wtcon LN | ] |eress | B WEoeimionnies o o

sooyestor (B ovetime you shsence

e perod requesis. requests. ID Description  EndDate  Days to End Date

Careers o Personal

Careers site 0 view lendar Information

jobs and menage: E Summary ﬁ_g_ﬁ Company Directory c

your spplcations. n Revion 8

Search by Name, Job Title, Department, or Email

®
ADA My Current Training 2
Accommodation (g ) Profile Summary My Org Chart Advanced Search
(J Request =5 | Manage skiis, Viewa
ADA o s
o

‘Accommodstion
Request

Compensation Curent
fistory Documents

S ) Feicr Upits orview
T Ve
o b

performance
documents for

mmmmm
period.

Step @ Action [\ [o] {=1
34. | Click the Sign out link.

You have completed the Report Time - Recall Judges topic.
End of Procedure.

35.

Absence Requests

Request Time Off with Balance Forecasting - Annual Leave

Request Time Off with Balance Forecasting - Annual Leave
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+- CONNECT
Request Absence

MICHAEL CHARNASKY

j J——

Dueaien 500 Hous

Vo e sl fo b

Deaie Tims: Aot 27,3015 o

Beeguewtor Comments. L3
S
Procedure

In this topic, you will request time off using annual leave as an employee. You will ensure you
are eligible to request annual leave by forecasting.

.( ).

CONNECT

User ID

Password

Selecta Language

English ¥]

B Enzble Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle andor s afflates. Al righis reserved.

Step | Action Notes

1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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5. Click the Sign In button.

Sign In

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service

Links pagelet which allows for quick navigation to the most
visited CONNECT pages.

Favories # Home | sign out
+» CONNECT
+
Persanalize Cantent | Layout 7 He
Employee Expiring Licenses & o~ | [E Amouncements Bl
Licenses and Certificates.
LisenselCertiicate Expiration Date = CONNECT Oniine Training
Financial Disciosure 0802015
[E# my Expiration Dates s o~
D Descrpton Enabwe  DaystoEnabae s COMPany Directory ©l~
= Search by Name, Job Tite, Department,or Emai
®
ADA
Accommodation (g — | Aavanced Search
Request 3=
Py
Somammotion
Reauest
®o0% -

Step  Action

7. Click the Absence Request link.
Absence
Request

Favorites ~  Main Menu ~ SeffService ™ > TimeReporing ™ > ReportTime ™ » Absence Request #& Home  Sign out

+ CONNECT

Request Absence

MICHAEL CHARNASKY
) | sarissase conme

4

Instructions

Enter Start Date and est of the required save for

Absence Detail

*Start Date 0872772015 |5 View Monthiy Schedule

Attach Documentation

Filter by Type[Al =
“Absence Name Seict Absence ame =
Comments
Requestor Comments «
GoTo  \iewAbsence Reavest History View Absence Bolanses
e e

®o0% v
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8. Before submitting an absence request, you can view your current

available absence balances.

Click the View Absence Balances link.
Wiew Absence Balances

9. The View Absence Balances page will list the available absence
balances as of the last pay period.

10. | Click the Return to Absence Request link.
|H5tLr'1 to Absence HESLES'.!

11. | Double-click in the Start Date field.

12. | To clear the field,
Press [Backspace].

13. | Enter "09/01/2015" into the Start Date field.

14. | Click the Filter by Type drop-down list.

15. | Click the Annual Leave list item.

16. | Click the Absence Name drop-down list.
| Select Absence Mame |:||

17. | Click the Annual Leave Take list item.

Annual Leave Take

18. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

19. | Click the Reason drop-down list.
| Select Absence Reason E“

20. | Click the Annual Leave list item.

21. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

22. | Click in the Duration field.

L]
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23. | Enter "8" into the Duration field.

CONNECTed

24. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

25. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 8 hours on 9/1/2015.

26. | Click the Forecast Balance button.
| Forecast Balance |

27. | This message is confirming the employee has enough leave to
submit the absence request.

28. | Click the View Forecast Details link.

“iew Forecast Details

29. | The Absence Forecast Results page indicates that the employee is
ELIGIBLE to take 8 paid hours of Annual Leave Take from their
Annual Leave Take Available Balance.

30. | Click the Return to Absence Request link.
|%etLrﬂ to Absence Request

31. | Click the Submit button.
| Submit |

32. | To submit the absence request,
Click the Yes button.
| Ves |

33. | Click the OK button.

34. | After submission, the absence request is routed to the
employee's Manager for approval.

35. | Click the Home link.
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Favores ¥ | Main Menu + # Home

Sian out

+ CONNECT

Personaiize Content | Layout 7 Help

Employee Expiring Licenses S o~ || Announcements S o+
Licenses and Certificates.
LioenselCertiioste Expiration Date *  CONNECT Oniine Training
Financil Disck 0802015
[E# wmy Expiration Dates c ov
9 c Direct s ov
D Description EndDate  Daysto End Date St COmPany Directory D

Search by Name, Job Tite, Department, or Email
®

Advanced Search

®o0%

Step | Action [\ [o] {1

36. | Click the Sign out link.
Sign o

37. | You have completed the Request Time Off with Balance
Forecasting - Annual Leave topic.
End of Procedure.

Request Time Off - Commissioner with Holiday and Weekend

In this demonstration a commissioner requests time off during a holiday and weekend.

Favories T MainMenu T

+ CONNECT

Reguest Absence

WILLIAM WILHELM

Procedure

In this topic, a Commissioner will submit an absence request that includes a holiday and a
weekend.
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.( Do

CONNECT

UseriD,

Password

Select a Language

English v

M Enable Accessibilty Mode:

Step @ Action Notes

1. Click in the User ID field.

2. Enter "william.wilhelm" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

Favorites ¥ Main Menu ¥

5 CONNECT

o~ | [E Announcements s o~

*  CONNECT Online Training

3, Company Directory S o~
()

Search by Name. Job Titie, Department, or Email

®

2 My Org Chart Advanced Search
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6. Click the Absence Request link.
Abszence
Request

7. Click the Choose a date button.

i

8. Click the drop-down list for months.
9. Click the December list item.
10. | Click 24.

11. | Click the Filter by Type drop-down list.
I

12. | Click the Annual Leave list item.

&ll |

[Annual Leave |

13. | Click the Absence Name drop-down list.

| Select Absence Name |

14. | Click the Annual Leave Take list item.

[£nnual Leave Take |

15. | Click the Reason drop-down list.
(| Select Absence Reason W

16. | Click the Annual Leave list item.

[Annual Leave |

17. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

18. | Click in the Duration field.

L]

19. | Enter "24" into the Duration field.

20. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration I

21. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 24 hours or 3 days.

22. | Click the Forecast Balance button.
| Forecast Balance |
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23. | This message is confirming the employee has enough leave to
submit the absence request.

24. | Click the Submit button.
| Submit |

25. | Click the Yes button to submit.
i Yes |

26. | Click the OK button.

27. | After submission, the absence request is routed to the
employee's Manager for approval.

28. | Click the Home link.

29. | Click the Sign out link.

sign out

30. | You have completed the Request Time Off - Commissioner with
Holiday and Weekend topic.
End of Procedure.

Request Time Off without Balance Forecasting - Bereavement

Request Time Off without Balance Forecasting - Bereavement

Time Reparting =

* CONNECT

Request Absence

MICHAEL CHARNASKY

& [ & =]

Procedure

In this topic, you will request time off for bereavement.
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(CONNEQT

Password

Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

CONNECTed

TRAMIKIG LIERNET

Step | Action Notes

1.

Click in the User ID field field.

Enter "michael.charnasky" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

2
3
4.
5

Click the Sign In button.

Sign In

The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service

Links pagelet which allows for quick navigation to the most

visited CONNECT pages.

Favorites ¥ | Main Menu v

(5) Employee Self Service Links

Timesheet
Report yourtme
and task detals or
2 day, week, or
i period
Careers Interview
Coreerssitcoview  (\EIA Calendar
jobs and manage Ve s
Your appis sions

of in
which you are
Stheduled (o
partiipate.

‘Accommodation an
Request sccompishments
in your current

profie.

Current
E Docum
m

bl and stock

optons.

ADA My Current
Accommodation (g — M) Profile
(BN Reauest A= virage sus
ADA competencies, imary of

Employee Expiring Licenses & 0¥
No expiinglicenses in the next 60 days
[E# Wy Expiration Dates S o~

ID Description  End Date  Days to End Date

Announcements

*+  CONNECT Online Training

Eg_b Company Directory

Search by Name, Job Title, Department, or Email

Advanced Search

& Home

Personalize Content | Layout 2|
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7. Click the Main Menu button.
Main Menu

8. Click the Self Service menu.
O  self Service

9. Click the Time Reporting menu.
[J Time Reporiing

10. | Click the Report Time menu.
O Report Time

11. | Click the Absence Request menu.
Ij Abzence Request

Time Reporting ¥ Report Time ¥

Request Absence

MICHAEL CHARNASKY

Administrative Commr

nd Absence Name. Then complete the rest of the required fields before submilting or save for later your request.

*Start Date [09/102015 |[5j) View Monthly Schedule
Attach Documentation
Filter by Type [All =

“Absence Name | Select Absence Name =]

Comments

Requestor Comments.

GoTo View Absence Request History View Absence Balances

* Required Field

Step @ Action [\ [o] {=1

12. | Double-click in the Start Date field.
13. | To clear the field,
Press [Backspace].
14. | Enter "09/15/2015" into the Start Date field.
15. | Click the Filter by Type drop-down list.
[l B3
16. | Click the Filter by Type drop-down list.
| |~ |
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17. | Click the Bereavement list item.
[Bereavement |

CONNECTed

18. | Click the Absence Name drop-down list.
| Select Absence Name B3

19. | Click the Bereavement Leave Take list item.
[Bereavement Leave Take |

20. | Click the Reason drop-down list.
| Select Absence Reason E“

21. | Click the Death in Family list item.
[Death in Family |

22. | Click in the Duration field.

[ ]

23. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

24. | Enter "24" into the Duration field.

25. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

26. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 24 hours or 3 days.

27. | Click the Vertical scrollbar to move down the page.

28. | Click the Submit button.
| Submit |

29. | To acknowledge the message for documentation, click
the OK button.

30. | To submit the absence request,
Click the Yes button.
| Yes |

31. | Click the OK button.

32. | After submission, the absence request is routed to the
employee's Manager for approval.
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33. | Click the Home link.
#& Home

Favorites ¥ | MainMenu 4 Home | Sign out

+ CONNECT

Persanaiize Content | Layout 2
(5) Employee Self Service Links o o | Employee Expiring Licenses S e Announcements
No expirng licenses in the next 60 days

Timesheet ® Overtime Absence CONNEGT Onine T
Report your time Requests Request = irati s - N niine Training
T LTt [ ] | (& Wy Expiraton Dates cle
adayweek o (DO overime. your absence
time period Featess. Toauests 1D Description _End Date _ Days to End Date

Personal
Information

ws Summary Company Director [+]
Rewewa gy ComPeny Diectory

Interview
Calen

Careers
Careersstetoview [\ I
jobs and manage v

partiipate.

Search by Name, Job Title, Department, or Email

®
Training

My Current
| Summary Advanced Search
Viewa

ADA
Accommodation (g —|
(J Request =
ADA

Profile
Manage skils
‘Accommodstion o
Request

in your current
profic.
Compensation Current
History Documents
$ ) Roien Upiteor view
compensation your
history for base, performance
variable, and stock v
optons. the curent
period.
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34. | Click the Sign out link.

35. | You have completed the Request Time Off without Balance
Forecasting - Bereavement topic.
End of Procedure.

Request Time Off - Insufficient Balance

Request Time Off - Insufficient Balance

Mok Momu

ONNECT

ac

MICHAEL CHARNASKY

LTI
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Procedure

In this topic, you will attempt to request time off without having a sufficient leave balance.

CONNECT

User ID
Passwol
Select

rd
anguage

a
s

Copyright © 2000, 2014, Oracle andor s afflates. Al righis reserved.

Step Action Notes

1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service

Links pagelet which allows for quick navigation to the most
visited CONNECT pages.
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- CONNECT

@ Employee Self Service Links o o | [Employee Expiring Licenses
¢

,

Licenses and Certificates

' | | My Expiration Dates

* CONNECT Online Treining

D Description EndDate

Search by Name, Job Tite, Department, or Email

Personsize Content|Loyout 7 Help
T o
52, Company Directory S o
®
Advanced Search
®O0% v

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action

Click the Absence Request link.
Absence
Reguest

Favortes ¥ Main Menu Seff Sevice ¥ 5 TimeRepoding ¥ 5 ReportTime ™ 5 Absence Request

£ CONNECT

Request Absence

MICHAEL CHARNASKY
@ | rorreane conre

Absence Detail

s
Enter Start Date and rest of the required sawe for later your request

*start Date 082772015 |59 View oty Senecise
Attach Dosumentation
Fitter by Type A 5|
*Absence Name Select bsence ame =l
Comments
Requestor Comments
GoTo Absence Request History S —
R

®oo% -

Step @ Action [\ [o] {=1

8.

Double-click in the Start Date field.

0842712015

To clear the field,
Press [Backspace].

10.

Enter "09/15/2015" into the Start Date field.

11.

Click the Filter by Type drop-down list.
[ (=]
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12. | Click the Personal Day list item.

13. | Click the Absence Name drop-down list.
IS-.':lEE'. Absence Name |:||

14. | Click the Personal Leave Take list item.

Personal Leave Take

15. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

16. | Click the Reason drop-down list.
| Select Absence Reason E||

17. | Click the Personal Day list item.

18. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

19. | Click in the Duration field.

L]

20. | Enter "80" into the Duration field.

21. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

22. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 80 hours or 10 days.

23. | Click the Submit button.
| Submit |

24. | Notice the message indicating you must forecast your balance
before submitting the request.

25. | Click the Forecast Balance button.
| Forecast Balance |

26. | This message is confirming the employee does not have enough
leave to submit the absence request.

27. | Click the View Forecast Details link.

“iew Forecast Details
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28. | The Absence Forecast Results page indicates that the employee is
INELIGIBLE to take 80 paid hours of Personal Leave Take. The
employee only has 48 paid hours available.

29. | Click the Return to Absence Request link.
| Return to Absence Request

30. | Click the Home link.

31. | Since the request was not able to be completed,
click the No button to discard the request.

Favorites ¥ MainMenu ¥

- CONNECT

Personaiize Content | Layout 7 Help

(@ Employee Self Service Links S o~ || Announcements S ov
\

Expiration Date = CONNECT Oniine Training
Financial Disclosure 0802015

[E# wmy Expiration Dates c ov

ﬁ_:gﬁ Company Directory S o~

Search by Name, Job Tite, Department, or Email
®

Advanced Search

0%~

Step @ Action [\ [o] {=1

32. | Click the Sign out link.

sign out

33. | You have completed the Request Time Off - Insufficient Balance
topic.
End of Procedure.

Request an Extended Absence - FMLA Timeframe

Request an Extended Absence - FMLA Timeframe
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Procedure

In this topic, you will request approval for an FLMA timeframe.

CONNECT
User ID

W Enable Accessibility Mode

ises. All ights reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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5. Click the Sign In button.
Sign In
6. | The CONNECT HCM home page includes "pagelets" which is a

small window that provides quick access and view to summary
information. It also includes the Employee Self Service
Links pagelet which allows for quick navigation to the most

visited CONNECT pages.

Favorites ~

5 CONNECT

Employee Expiring Licenses
Licenses and Certificates

Expiration Dte = CONNECT Online Trairing

08302015

\ﬁ_:gﬁ Company Directory c orv

Search by Name, Job Tite, Depariment, or Emil

# Home | Sign out

Personalize Content| Layout 7 telp

®

Advanced Search

w®oo% v

Step  Action Notes

7. Click the Main Menu button.
8. Click the Self Service menu.

1 Self Senvice k
9. Click the Time Reporting menu.

1 Time Reporting b
10. | Click the Report Time menu.

3 Report Time k
11. | Click the Extended Absence Request menu.

=] Extended Absence Request
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Favortes ¥ Main Menu SeffSenice ¥ 5 TimeRepoting ¥ 5 ReportTime ¥ > Extended Absence Request

& CONNECT

Request Extended Absence

Extended Absence Request Deftails 7 Related Links (2
“Start Date [pBi27/2015 |5
“Expected Retur Date| 5

Absence Type Al

®o0%

Step | Action [\ [o] {1

12. | Double-click in the Start Date field.
13. | To clear the field,
Press [Backspace].

14. | Enter "09/28/2015" into the Start Date field.

15. | Click in the Expected Return Date field.

L]

16. | Enter "10/9/2015" into the Expected Return Date field.

17. | Click the Absence Type drop-down list.
[ Al =]
18. | Click the Family and Medical Leave Act list item.

Family and Medical Leave Act |

19. | Click the Absence Name drop-down list.
| Select Absence Name =]

20. | Click the FMLA Take list item.

FMLA Take ]

21. | Once FMLA Take is selected, the Current Balance is displayed on
the page.

22. | Click the Absence Reason drop-down list.
|E~Elect Absence Reaszon El

23. | Click the Rehab list item.
[Rehab |

24. | Notice the page also displays previously submitted absence
requests.
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25. | Click the FMLA Eligibility link.
26. | The FMLA Eligibility section will be populated based on employee
job data.

CONNECTed

27. | Click the Vertical scrollbar to move down the page.

28. | Double-click in the Date Change Will Take Effect field.
[par27r2015 |

29. | To clear the field,
Press [Backspace].

30. | Enter "09/28/2015" into the Date Change Will Take Effect field.

31. | Click the Validate Sections button.
| Walidate Sections |

32. | This message is confirming the employee is eligible to use FMLA.

Click the OK button.
33. | Click the Return to Extended Absence Request link.
!F! eturn to Extended Absence Request

34. | Click the Save for Later button.
| Save for Later |

35. | This message is confirming the request was saved. For this
example, you will edit the request before submitting.

Click the OK button.
Ok

36. | Click the Time Reporting button.
Time Reporting ~

37. | Click the View Time menu.

L1 “iew Time b

38. | Click the Extended Absence History menu.

| Extended Absence History

39. | Notice the FMLA Take Status for the request is Saved.

40. | Click the Edit button.

41. | Click the Medical Certificate (0) link to add and/or view
attachments.
[ Medical Certificate (0) |
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Main Menu

CONNECT

Extended Absence Request History

Request Extended Absence

MICHAEL CHARNA SKY

Admiisirative Commr

To create your request, complete the information i the Extel
Detsils section and selest save for later o submit the requed
information may be managed or viewed ata later time.

Extended Absence Request Details (%

Maintain Attachments

Existing Document Definitions

instructions

Li  uls that
and existing aftachments, notes nd urs can be Viewed andior UpCated.

Potes and urks can be added,

Heip

Bt Selection Criteria
RequestDate 09/09/2015. EmpiD: 00000354
*Start Date 08282015 |5 Epioyer Recor e o
“Expected Return Date|10/08/2015 |5 Transaction Number: 1072
Actual Return Date| & Megical Certificate
Absence Type[i | Entry 1D [A0C_MEDCERT 1 Medical Gertitcate:
[—
Take ‘Add Note
Absence Reason[Rehab | GoTo
Extended Absence Reauest
Cumrent Batance 430.00 Hours™
Status Saved
FMLA Elgibity
Absence Requests
Absence Request (7. Personaize | Find [viewan | 2] B Fist (4 1011 & Last
Asence Reguests status startDate EnaDte Ourston Source

CONN

# Home

Sign out

i

Step | Ac

42. | Click the Add Attachment button.

| Add Attachment

ECTed

TR AR WG

43. | Click in the Subject field.

44. | Enter "Medical Certificate" into the Subject field.

45. | Click the Add Attachment button.

| Add Attachment

46. | Click the Browse button.

Browse

Organize v

New folder

% Favorites M ™ networ

B Desktop [ Vi
18 Downloads

%] Recent Places ] horc

967 bytes
4 Librares |
[F Decuments = T Medical Docum
File folder
& Music
e Pictures
B videes I} Fietolder
3 1
% Computer —
: i N PNGimage

& Local Disk (C) 653KE
53 hq (\courtsstate
8 Network Drive (+ _

> CONNECT

File name:

l UPK Outputs

i Intemet Shorteut

I

ents

S E—

GoTo

FMLA Eligibiity

Existing Document Definiions

Hep

Absence Requests |

Absence Request (7.

Absence Requests Status

Personaize | Find |Viewan | 2| B Fist 4 1ot O Last

EndDate Durstion Source.

Sign out
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47.

For this example, we are accessing the document from the
Desktop.
Click the Medical Documents list item.

= Medical Documents
ﬂ' File folder

48.

Click the Open button.

Open |‘r

49.

Click the Medical Certificate list item.
0= Medical Certificate

50.

Click the Open button.
[ Open |'r]

Main Menu s

CONNECT

Extended Absence Request History

Maintain Attachments
Request Extended Absence

Document Definition - New Attachment
~ Instructions

MICHAEL CHARNASKY

Admiistrstive Commr

Tocreate your request,
Detais section and select save for lster or subim]
information may be managed or viewed at 3 lste

~ Selection Criteria

Extended Absence Request Details (7| | =m0 000000354

Number:
Request 1072 File Attachment
Transaction Number:

Request Date 09/09/20f -
e
*Start Date |09/28/20 Sequence 0 leiboid\De proue,
S o
PR
==
p—
e[| | chment
“hberce ome AT

Absence Reason|Refiab

Current Balance 45000 H

Status Saved

GoTo
ey Existing Document Definiions:
Absence Requests
Absence Request (7. Personaize | Find | view an || B Fist 0 1011 0 Last
Absence Requests Status Start Date EndDate Durston Source.

# Home  sign out

i

®0% v

Step  Action Notes

51.

Click the Upload button.

52.

Click the Save button.
| Save |

53.

Click the Extended Absence Request link.
| Extended Absence Request |
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Favortes ¥ MainMenu ¥ Self Serviee ¥ > TimeReporting ¥ > ViewTime ¥ > Extended Absence History

- CONNECT

Other D I
=
= (37 Medical Certicate )
it
Absence Request:
Absence Request Personaiize | Fnd [ View A [ & B First (4 101 ® Lost
sssssssssssssss i o Source
eeeeeeeeee 1@
mmmmmmmm
ved For Later- MICHAEL
otSubmited  CHARNASKy 091092015
gggggggggggg nts «
Retum to Extended Absence Request History
cccccc
ve ot been processed. L
®o0%

Step ‘ Action Notes

54. | Click the Submit button.

55. | Click the Yes button.
i Yes g

56. | Click the OK button.
Ok

57. | Click the Vertical scrollbar to move down the page.

58. | Notice the Medical Certificate indicates there is an attachment.

Notice in the Request History section, the Status for the
extended absence request is Submitted.

Notice the submitted request is pending approval.

59. | Click the Home link.
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Favorites ¥

- CONNECT

(@ Employee Self Servic:
¢

Employee Expiring Licenses

No expiring fcenses i the next 60 days

Dates

Days to End Date

TRAINING GUIDE
CONNECT Employee Self Service

Personaiize Content | Layout 7 Help

~ | [@ Announcements S o

*  CONNECT Online Treining

ﬁ_%D Company Directory S o

Search by Name, Job Tite, Department, or Email
®

Advanced Search

®o0%

Step @ Action [\ [o] {1

60.

Click the Sign out link.

61.

You have completed the Request an Extended Absence - FMLA

Timeframe topic.
End of Procedure.

Request an Extended Absence - FMLA Take Days
Request an Extended Absence - FMLA Take Days

Procedure

In this topic, you will submit an extended absence request using FMLA.
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o ®
(CONNEQT

Password
Select a Language

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step | Action Notes
1. Click in the User ID field.

Enter "michael.charnasky" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

DA o

Click the Sign In button.
Sign In

Favorites ¥ | MainMenu v

- CONNECT

# Home |

Personalize Content | Layout 2|
((J\) Bl G5 G Ll & o~ | Employee Expiring Licenses c ov Announcements )
No expifing licenses i the next 60 days
Timesheet Overtime CONNECT Onire T
Reportyour e (® Requests [E# my Expiration Dates S o~ rine Training
adayweek or (DD overime
fime perod requests. ID Descripion End Date _ Days to End Date
Careers Interview o Personal
Careers s o vew DA ca Information
jobs and manage: Ve s Summa Company Director <
ORF E N w bl O 583 Comeen it
unhyousre | summe ryof
scheduled to ‘your personal ‘Search by Name, Job Title, Department, or Email
partcipat. information

My Current Training

ADA
Accommodation [ g M) Profile Summary Advanced Search
(BN reauest &= ninage suas Views
o competencies, summary of

ADA
‘Accommodation nd your training
Request sccompishments information.
in your current
profie.
Compensation Curent
Hi Dos
$) =

optons

Step | Action

6. Click the Main Menu button.

Main Menu ~
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Step @ Action [\ [o] {=1

7. Click the Self Service menu.
L Self Service *
8. Click the Time Reporting menu.
1 Time Reporting 4
9. Click the View Time menu.
L View Time 3
10. | Click the Extended Absence History menu.
|j Extended Absence History
11. | Notice the Status of the FMLA Timeframe request is Approved.

Favores ¥ | MainMenu v Self Service ¥ Time Reporting ¥ > ViewTime ¥ > Extended Absence History

% CONNECT

Extended Absence Request History
MICHAEL CHARNASKY

Specify the date range of interest. To refrieve a complete history, leave From and
‘Through dates blank and use the Refresh push button. Select the absence name link to
View request details. Select edit bution to modify or delete the request.

From[06162015 | Through (121132015 ][5 Refresh

Extended Absence Request History Personalize | Find |viewar| &) B Fst (0 1011 ) Last
‘Absence Name Status Start Date Expected Return Date  Source
FMLA Take Approved 097282015 100912015 Employee Extended Absence Edit

Step @ Action [\ [o] {=1

12. | Click the Edit button to add an absence during the approved
timeframe.
13. | Click the Vertical scrollbar to move down the page.
14. | Click the Add New Absence link.
|A|:Id New Absence |
15. | Double-click in the Start Date field.
0414/2015
16. | To clear the field,
Press [Backspace].
17. | Enter "09/28/2015" into the Start Date field.
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18. | Click the Filter by Type drop-down list.
Al (=]
19. | Click the Family and Medical Leave Act list item.
Family and Medical Leave Act |

CONNECTed

20. | Click the Absence Name drop-down list.
|Sel5-:: Absence Name E“

21. | Click the FMLA Take list item.
[FMLA Take |

22. | Click the Reason drop-down list.
|Sel5-:: Absence Reason E“

23. | Click the FMLA Medical list item.
[FMLA Medical |

24. | The Current Balance is displayed.

25. | Click in the Duration field.

[ ]

26. | Enter "16" into the Duration field.

27. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

28. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 16 hours or 2 days.

29. | Click the Vertical scrollbar to move down the page.

30. | Click the OK button to return to the previous page.

31. | You can see the absence request in the Absence Requests section
with a Status as New.

32. | Click the Submit button.
33. | Click the Yes button.

| Yes |

34. | Click the OK button.

35. | Click the Vertical scrollbar to move down the page.

36. | After submission, the Status for the FMLA Take is now Approved.
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Favorites ¥ Main Menu ¥ SeffSenice v > TimeRepotig ¥ > ViewTime¥ > Extended Absence History A Home | Sign out
< CONNECT we ¥ 0
o b Nofiication  NavBar
A
Actual Return Date o DT
Absence Name FMLA Take fiy Medical Certficate (1)

Absence Reason Select Absence Reason
Current Balance 430,00 Hours™*

Status Approved

FMLA Eligibiity

Absence Requests

Absence Request (2 Personalze | Find |viewal| 1] B Fist @ 12012 & Last
Absence Requests Status StartDate  EndDate Duration Source
FMLA Take Approved oenaRots  0enenots 16 Hours Employee Extended Absence

Request History Personalize | (21

Status Name Date Comments

Saved For Later- MICHAEL

Not Submitied  GHARNASKy 09142015
MICHAEL
Submitied ey tenanots
Approved oen142015
* Required Fiekd
“Dissimer The curent belance & =

Step | Action

37. | Click the Vertical scrollbar to move back up the page.

Favorites ¥ | MainMenu v Self Senvice ¥ TimeReporting ¥ > View Time ¥ Extended Absence History 4 Home | Sign out

% CONNECT

Extended Absence Request History

Request Extended Absence
MICHAEL CHARNASKY
Administrative Commr

View Request Status and Approval Details

Related Links (2

Extended Absence Request Details
@ FAQ
Request 012
Request Date 0971412015
Start Date 091282015

Expected Retum Date 10/03/2015

Actual Retum Date Other Documents

Absence Name FMLA Take fi] Medical Certificate (1)
Absence Reason Select Absence Reason
Current Balance 430,00 Hours™

Status Approved

FMLA Eiigibiity:

Absence Requests

Absence Request (2 Personaiize | Fina | view A | @) B Fst (@ 1011 ) Last

Absence Requests Status Start Date End Date Duration Source

Step @ Action
38. | Click the Home link.
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Favortes ¥ | MainMenu v 4 Home | Sign out

% CONNECT

((’\) B Gl Gl 5 o- | |EmployeeExpiingLicenses & o+ Announcements s

Personalize Content | Layout 2|
No expiring licenses in the next 60 days

Timesheet Overtime Absence CONNEGT O T
Repenyur e /@ Requests 1 Reauest | |54 My Expiration Dates 5 T niine Training
and tsi detals for iew or scd your View or add
adayweek or (DD overime ce

your sbsen:
time period. requests. requesis. ID Description  EndDate  Days to End Date

Interview
]
. s B, Company Directory o
mmmmm oy of
Pateipate. yourpersonsl ‘Search by Name, Job Title, Department, or Email
nformaton

®

My Current

ADA Training
Accommodation [ g M) Profile Summary Advanced Search
(BN reauest &= ninage suas Views
DA compeer summary of
and
= s

Al
‘Accommodation
Request

your raining
information.

profie.

Curent
Documents
Uge -
on Yo
d stock

pe

doc
the curent
peiod

Step | Action [\ [o] {1

39. | Click the Sign out link.

40. | You have completed the request an Extended Absence - FMLA
Take Days topic.
End of Procedure.

Modify a Saved Absence Request
Modify a Saved Absence Request

wortes > Mo Memu

& CONNECT

Absence Request History

DAVID WARNICK

o

Procedure

In this topic, you will make changes to a saved absence request.
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.( ).

CONNECT

User ID

Password

Selecta Language

English ¥

W Enable Accessibility Mode

Set Trace Flags

‘Copyrioht © 2000, 2014, Oracle andlor s affliates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "david.warnick" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

SignIn

Favorites ¥ M

2 CONNECT

Personslze Content[Loyout 7 Help
Employee Expiring Licenses < o~ | [E Announcements S ov
Licenses and Certificates.
Exgiration Dste * CONNECT Onine Training
Financial Disclosure 0802015
[Z# wy Expiration Dates 2 o~
Company Directory S o

D Descripton EndDate  DaystoEndDate )

Seatch by Name, Job Tite, Department,or Emai

& My Org Chart Advanced Search
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Step ‘ Action Notes

6. Click the Main Menu button.

7. Click the Self Service menu.

| d  Self Senice r |

CONNECTe

TRAMIKIG LIER NET

8. Click the Time Reporting menu.

| d  Time Reporing P|

9. Click the View Time menu.
| 3 wiew Time 3 |

10. | Click the Absence Request History menu.

[E] Absence Request History

11. | The Absence Request History page will pull up absence requests
within a 6 month time frame. You can change the dates in the
From and Through calendar fields.

12. | Notice the Status is Saved for the highlighted absence. You are
not able to edit requests that have already been submitted from
this page.

@& Home  Sign out

avort e

+» CONNECT

Absence Request H\iory )
DAVID WARNICK

o | coucer

Instructions

Specify ihe date range of inerest. To retrieve a
name link {0 view request deais select edit bution to madify or delete the fext

Refresh button.

From 061022015 |5 Through| 1172872015 |5 Refresn

Absence Request History personaiize | Findt [Viewal | )| B Fist 4 14014 O Last
nnnnnnnnnnn Statuz StartDate EnaDste Duration Requested By

Admin Leave Tske  Submitied OIS 11032015 8 Hous Employee Absence Request

Annual Leave Take  Saved 0132015 10132015 8 Hours Employee Absence Request Edt

Personsl Leave Take  Submitied 09252015 0UZSZOS 8 Hous Employee Absence Request

Accident Leave Take  Submitied U205 0U22201S 16 Hours Mansger Timeshest

Step ‘ Action

13. | Click the Edit button for the saved request.
Edit
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Step ‘ Action Notes

14. | For this example, we are changing the Start Date which will also
change the Duration.

CONNECTed

Double-click in the Start Date field.

15. | To clear the field,
Press [Backspace].

16. | Enter "10/09/2015" into the Start Date field.

17. | Double-click in the Duration field.

18. | To clear the field,
Press [Backspace].

19. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration

20. | Click the Forecast Balance button.
[ Forecast Balance |

21. | This message is confirming the employee has enough leave to
submit the absence request.

22. | Click the Vertical scrollbar to move down the page.

23. | Click the Submit button.
| Submit |

24. | Click the Yes button.
L Yes ]

25. | Click the OK button.

26. | After submission, the absence request Status changes from
Saved For Later to Submitted and is routed to the employee's
Manager for approval.

27. | Click the Home link.
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Favorites ¥ MainMenu ¥

+ CONNECT

# Home | Sian out

Personalize Content|Layout 7 Help
Employee Expiring Licenses S o~ | [E Amnouncements S o+
Licenses and Certificates

UosnsetCaritoste Expiration Date * CONNECT Oniine Training

Financial Disck oa020iS
[E# my Expiration Dates c (ov

2 c Direct S ov

D Description EnaDie  DaystoEnaDaie St COmPany Directory o

Search by Name, Job Tite, Department, or Email
®

7 My Org Chart Advanced Search

Step | Action [\ [o] {1

28. | Click the Sign out link.

sifqn out

29. | You have completed the Modify a Saved Absence Request topic.
End of Procedure.

Modify an Absence Request from Timesheet

Modify an Absence Request from Timesheet

M bders =

5 CONNECT

Timesheet

Save for Laler Submit Aaply Fues

Procedure

In this topic, you will make changes to a previously submitted absence request from an
employee's elapsed timesheet.
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o ®
(CONNEQT

Password
Select a Language
W Enable Accessibilty Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

Step @ Action Notes

1. Click in the User ID field.

Enter "michael.charnasky" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites ¥ | MainMenu v

& CONNECT
Morylandudiciary Persanalize Content | Layout ?)

((\J) B O Cari e & o~ | |Employee Expiring Licenses c e~ Announcements c
No expiing lienses in the next 60 days

# Home | Sigr|

Timesheet Overtime

"oty /@, Roauests = Wy Expiraton Dates g « CONNECT Oniine Training

and task defaiks for View or add your

adayweek or (DD overime

e perod requests. ID Description  EndDate  Days to End Date

Careers Interview on_ Personal

Carcerssictoview NI A Calendar Information

jobs and manage View interviews E Summary E]%ﬂ) Company Directory c

your spplcsiors. of applicants in Review s
whehyouse  summa ry of
stheduisd to your personal ‘Search by Name, Job Title, Department, or Email
partiipat. information

My Current Training

ADA
Accommodation [ g M) Profile Summary Advanced Search
(/ Request &= viarnage sias. Viewa
o competences summary of

ADA
‘Accommodation your raining
Request information.

Compensation
: E

nd
sccompishments
in your current
profie.

Curent
[

)

Step Action

6. Click the Main Menu button.

Main Menu ~
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7. Click the Self Service menu.
L1 Self Service L

CONNECTed

TR A IKIG LIER N

8. Click the Time Reporting menu.
1 Time Reporting L

9. Click the Report Time menu.
1  Report Time ¥

10. | Click the Timesheet menu.
Ij Timesheet

11. | For this example, you are editing an absence request submitted
for the week of 9/9/2015. Notice Tue 9/15 already has the
approved absence posted.

Favorites ¥ Main Menu v Self Service ¥ Time Reporting ¥ Report Time v Timesheet A& Home

Sign out

- CONNECT

Timesheet

New Window | Help | &5

MICHAEL CHARNASKY Employee ID 000000354
Empl Record 0

Earliest Change Date 07/2212015
Select Another Timesheet

“View By Previous Period  Next Period
“Date 0910872015 |5}

Reported Hours 5.0

From Wednesday 09/09/2015 to Tuesday 09/15/2015 (7

Wed Thu Fri sat sun Mon Tue . Override  Overtime/Comp  Business
99 ) ot o2 913 o4 o5 T e Reason ime Unit
20 2.0BRVPD - Bereavement MDJUD
Save for Later Submit Apply Rules

Reported Time Status || Summary || Leave / Compensatory Time || Absence || Exceptions

Reported Time Status Personaize | Find | & | B 1011
Date Reported Status Total TRC Description Comments
09/152015  Approved 8.0BRVPD Bereavement
Request Absence
Seff Service

Time Reporting

Step | Action [\ [o] {=1

12. | Click the Absence tab.
13. | Click the Edit button.
14. | Click the Details link.
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Main Menu se e Time Reporting Report Time Timeshest

C O N r SS Create Absence Req

Absence Event Details

MICHAEL GHARNASK

Administrative Commr

Administrative Commr
Actions~ _‘
Select Another Timesheet}

Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before retuming to the Timesheet page.

“View By
D

Absence Detail (2
From Wednesday 09/09/20/

Wed Th
99 |

“Start Date [09/152015 | View Monthly Schedule

End Date [09/162015 | Attach Documentation

TRAINING GUIDE
TR LIART CONNECT Employee Self Service

A& Home | Sign out

w Window | Help | EE < |

i

Comp  Business
Unit

Original Start Date [09/15/2015 |5 FRLD
Save for Later Filter by Type [Al =
EEEE T o -Absence Name Bereavement Loave Take =)
Reason | Death in Family =]
7 R L
Absence Events. Pertial Days [Nore = ersonalize | (2
Absence Take
Duration 16.00 Hours
“StartDate  EndDate e
Caleulate End Date or Duration
Dart512015 |[5) [0ar16/2015 Edit
Comments
Add Absence Event Reporter Comments: «
Absence <
< i '

15. | Double-click in the End Date field.

09162015

16. | To clear the field,
Press [Backspace].

17. | Enter "09/15/2015" into the End Date field.

18. | Click the Absence Name drop-down list.
| Bereavemnent Leave Take E“

19. | Click the Admin Leave Take list item.
[Admin Leave Take |

[

e Time Reporting Report Time Timeshest

Q) C O SS Create Absence Req
- NP
.

Absence Event Details

Timesheet = MICHAEL CHARNASK’

Actions~

Select Another Timesheet]
~ViewBy| | ¥ Instructions

Enter Start Dale, Ed Dafe, and Absence Name. Then complt the rest of ne required filds before refurming 10 the Timeshee page.

D

Message
Absence Detail (7

From Wednesday 09/09/20/

Wed Th The absence name was changed. Some detailed information associated with the modified absence name will be.
99

| cleared. Would like you to continue?
L Yes No
Save for Later
.
ReporedTine St || S0 Absence Name I TN NN~
Reason
Absence Events (G PortalDays[Nore ———[5]
Absence Take
Duration 16.00 Hours

*Start Date End Date.

[ Calculate End Date or Duration ]

0ar1512015 | [09r162015
Comments
Add Absence Event

Reporter Comments: €

A Home | Sign out

w Window | Help | B |

i

Comp  Business
Unit

MDJUD

Personalize | (@

LY et

Edit

Absence Entit Balance PeTSONaIze [ L7

< i
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20.

This message is alerting you that a change has been made to the
absence.

Click the Yes button.
Yes

CONNECTed

TR A IKIG LIER N

Main Menu Time Reporting

SS Create Absence Req

Report Time Timesheet

“1 Absence Event Details

MICHAEL CHARNA SKY

Administrative Commr

Select Another Timesheet]
~Viewpy| | ¥ Instructions
= Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail (2
From Wednesday 09/09/20/
*Start Date 09152015 |

Wed i View Monthly Schedule
(3 o
End Date 9152015 | Attach Documentation
Filter by Type Al [+
Save for Later “Absence Name Admin Leave Take =]
s e *Reason Select Absence Reason =
Partial Days [None. =
Absence Events (7
Duration Hours
Absence Take
Caleulate End Date o Duration
“StertDate  End Date
031152015 |[5) 09/16/2015_| | Comments
Reporter Comments: &

Add Absence Event

Absence Entitlement Ball

A Home

/Comp  Business
Unit

MDJUD

Personalize |

Edit

< i

w Window | Help | <]

Sign out

i

Step | Action Notes

21.

Click the Reason drop-down list.
|Selec: Absence Reason

-]

22.

Click the Other list item.
[Other |

23.

Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

24.

Click the Vertical scrollbar to move down the page.

25.

Click the OK button.

26.

The changes made to the absence request (End Date, Absence
Name, and Duration) are reflected below.
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Favortes ¥ | ManMenu v elf Senice ¥ Time Reporting ¥ Report Time ¥

Timesheet

# Home | Sign out
+ CONNEC

New Window | Help | = |
Timesheet

Employee ID 000000354

Administrative Commr

EmplRecord 0
Actions ~ Earliest Change Date 07/22/2015
Select Another Timesheet
“View By Previous Period  Next Period
“Date 0910872015 |5}

Reported Hours 5.0

From Wednesday 09/09/2015 to Tuesday 09/15/2015 (7

I

Wed Thu

Fri sat sun Mon Tue . Override  Overtime/Comp  Business
99 ) ot o2 913 o4 o5 T I ED Reason ime Unit
20 20BRVPD - Bereavement MDJUD
Save for Later Submit Apply Rules.

Reported Time Stafus || Summary || Leave/ Compensatory Time || Absence | Exceptions

Absence Events (2
Absence Take

Personalize | (1

“StartDate  EndDate Absence Name Reason Durstion I petais Status Approval Monitor Source Cancel  Edit
Manager
091512015 |5 0911512015 |59 [Admin Leave Take [=] [Other = 800Hours  Details Approved Approval Monitor Absence &)
Reauest
Absence Entitlement Balances Personalize | -
< m

Step @ Action

27. | Click the Submit button.
| Submit |

Favorites [

Time Reporting Report Time Timeshest

& CONNECT |

Timesheet

New Window | Help | B
Submit Confirmation

(7 et

“Time for the Time Period of 2015-09-03 to 2015-0-15 is submitted

Message

Documentation may be required, per polcy. (230004

oK

28.

This message is alerting you that documentation may be required
to support this absence request.

Click the OK button.
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29. | This message is alerting you to certify the reported time is
accurate.

CONNECTed

TR A IKIG LIER N

Click the OK button.
Click the OK button.

After the changes were submitted, the Status changes from
Approved to Needs Approval.

Click the Home link.
#& Home

30.

31.

32.

Favorites ¥ | Main Menu v

# Home | Signout

< CONNECT

Personalize Content | Layout 2 Help
((\J) B O Cari e & o~ | Employee Expiring Licenses [34 Announcements (3
No expiring licenses in the next 60 days
Timesheet ® Overtime Absence
Report your e Requests Request | | [ i > s
el (O TS | ] |Ve¥ES | B My otnton Dees o
adayweek or (DD overime your shsence
tme perod
pe requests. fequests. 1D Description End Date Days to End Date 2. Company Dirctory —
Careers Interview on_ Personal
Careers site o view 2] Information Search by Name, Job Titie, Department, or Email
jobs and mansge Summa
0 EE = 0

stheduled (0 Jou personsl Advanced Search

particpate, information
ADA Wy Current Training
Accommodation [ g M) Profile Summary

( Request &= vnage suas Views

ADA competencies, summary of
‘Accommodation and your taining
Request = s information

prot

Curent
Docum:
Update or view

Compensation
s) Hi
Rel

optons

Step @ Action [\ [o] {=1

33. | Click the Sign out link.

You have completed the Modify an Absence Request from
Timesheet topic.
End of Procedure.

34.

View Absence Balances

Through Employee Self Service you will have access to view your absence balance.
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Favorites ~ Main Menu ~ Self Service ™ Time Reporiing ~ View Time ¥ Absence Balances

+ CONNECT

Maryland Judiciary

View Absence Balances

Marti Robinson

J HR Manager Il
Instructions

“iew current absence entitliement balances. Current balances do not reflect absence requests that have not been
processed by payroll. For more details please contact your absence administrator.

Absence Entitlement Balances Personalize | (7]
Current Balances | [=0

Entitlement Name Balance as of 01/20/2015
Personal Leave Available Bal 40.00 Hours

Annual Leave Available Balance 100.00 Hours

Military Activity Availabl Bal 120.00 Hours

Sick Leave Available Balance 200.00 Hours

FMLA Available Balance 450.00 Hours
GoTo Forecast Balance

Procedure

In this topic, an employee will view their current available absence balances.

.( ).

CONNECT

Selecta Language

English

W Enable Accessibility Mode

Set Trace Flags

‘Copyrioht © 2000, 2015, Orax s affliates. All rights reserved.

0% v

Step @ Action Notes

1. Click in the User ID field.

2. Enter "marti.robinson" into the User ID field.
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3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Fovortes. ¥ | hlen enu # Home | sign out
+ CONNECT
7
Personsiize Content|Layout 7 Help
Employes Self Service Links iring Licenses o o~
nses inthe next 60 days
|| g2 Company Directory S v
Seatch by Name, Job Tite, Department,or Email
Personal ®
infor ®
Summary
=4 My Org Chart Acvanced Search
& Announcements S o
DA No Current Announcements.
Accommodation ("9 — Compensation
Roquest 2= History
408 Revew
ccomossicn compensaton
Reauest fisory.
[E# my Expiration Dates S er
D Descrption EnaDate Days to End Date
®o0% -

Step @ Action [\ [o] {=1

6. Click the Main Menu button.

7. Click the Self Service menu.

| 4 Self Senice r

8. | Click the Time Reporting menu.

d  Time Reporting b

9. Click the View Time menu.
| 3 wiew Time P|

10. | Click the Absence Balances menu.

| |J Absence Balances |

11. | You can view your current balances by absence type.
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TimeReporting ¥ 5 ViewTime ¥ > Absence Balances

View Absence Balances

Marti Robinson

4

Instructions

View cument absence entilement balances. Current balances do ihat have not been
processed by payroll. For o e

Absence Entitiement Balances
Cument Baiances | =5

Personsiize | (7]

Entitlement Name Balance as of 0202015
Personal Leave Available Bal 4000 Hours
Annusl Leave Availsble Balance 100.00 Hours
Miitary Actiity Availabl Bal 120.00 Hours
Sick Leave Available Balance 200.00 Hours
FMLA Avaiiable Balance 480.00 Hours.

GoTo  Forscast Balance

TRAINING GUIDE
CONNECT Employee Self Service

# tome  Signout

®o0%

Step @ Action

Click the Home link.

Fovorites. ¥ | Main Menu # Home | Sian out
+ CONNECT
+
Personslize Content|Layout 7 Hel
Employee Self Service Links S o~ | [Employee Expiring Licenses S lov
No expiing ioenses in the next 60 days
|| 5 Company Directory S o+
Seatch by Name, Job Tite, Department,or Email
®
74 My Org Chat Acvanced Search
& Announcements S e
No Current Announcements.
[E# my Expiration Dates S er
D Descrption EnaDate Days to End Date
®o0% -

Step @ Action [\ [o] {=1

13. | Click the Sign out link.

14. | You have completed the View Absence Balances topic.
End of Procedure.

View Absence History

View Absence History
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Procedure

In this topic, an employee will view a history of their absence requests.

o( ).
CONNECT
User ID

Selecta Language

English “l

Copyright © 2000, 2014,

Step @ Action Notes

1. Click in the User ID field.

2. Enter "marti.robinson" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

SignIn
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Favorites ¥ Main b

2 CONNECT

Employee Self Service Links S lov

Personaiize Gontent | Layout 7 e

‘Search by Name, Job Tite, Depariment, or Email

®

5 My Org Chart Advanced Search

[E Announcements S o~

[E# my Expiration Dates o (o~

D Description EndDste Days to End Date

Hoo% -

Step @ Action [\ [o] {1

6. Click the Main Menu button.

7. Click the Self Service menu.

I - Self Senice k

8. Click the Time Reporting menu.

d  Time Reporting b

9. Click the View Time menu.
| 3 View Time F|

10. | Click the Absence Request History menu.

| (£l Abzence Request History |

11. | Notice the From and Through date fields. You can specify any
date range you desire or leave the fields blank to display a
complete history.

If you change the dates, click the Refresh button to update the
display.

12. | You can view the absence request history.

The Status column displays the current status of each request.
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Favortes ¥ MainMenu ¥ SeffSenice ¥ 5 TmeRepoting ¥ ) ViewTme™ ) Absence RequestHitory A Home  Signout

- CONNECT

View Absence Balances

Marti Robinson

4

instructions

Specify ihe dats rangs o infsrost. To retricve he Reffesh button. Select the absence
name link 10 view request details select edit button to modify or Gelete the text

FromDI112018 |5 Through|12/082075 |5y Refresn
Absence Request History Personaize | Find [ViewAll B B Fist 4 18078 0 Last
Absence Name staus Sertoste  EnaDate Duation  RequesiedBy Eat

Admin Leave Toke Approved OBR0IS 11030015 BHours Employee Absence Request

Annusl Leave Take Submited AUDYZ01S 10432015 fGHous  Employes Absence Request

Bereavement Leave Take  Approved 0omOR0IS  0RODOIS  BHouws Manager Timesheet

Bereavement Leave Take  Approved 0WSE0IS  0S2S01S  BHours Manager Timesneet

Acsident Leave Take  Approved 09015 09220015 16Hows  Manager Tmesheet

Annusl Leave Take Submited 0UDMR0I5  0IOAR0MS BHours Employee Timesheet

Sick Leave Take Approved 0UDIR0IS 00015 BHows Menager Absence Request

Sick Leave Take Approved OBRMRS  0RINOS  BHours Employes Absente Request

Step | Action
Click the Home link.

Favores ¥ | MainMenu ¥ # Home
+» CONNECT
fo
Persanalize Contert | Layout 7 Help
Employee Self Service Links © o~ | Employee Expiring Licenses S o-
Tmesheet Web Clock Overtime No expring leenses in the next 60 days
Reporyorme S Requests
ek e for Firehas i Vewo sty 0 Company Direct 5
SGay ek o et it pany Directory _——
fime period. information. requests. LJZ_\%D
Seatch by Name, JobTite, Department, o Emmail
Careers ®
Y S nformaton ®
o e e Summary
‘your applicstions. Revews % My Org Chart Advanced Search
g
pesonl [ Announcements S ov
aDA My Curent No Current Amouneements
Accommodation w1 Profiic Compensation
Roquest =1 Ce $) o
Qi compancies Revew
hetomcsien B ompanasion
Recuest Sccompistments o
et s
Training Absence Current
Summary Roquest Documents
Ve sy of Addyur Unisecr e
your raning e o
Fematen frve Feomarce
oy
serod
[E# my Expiration Dates S er
D Description EnaDate Days toEnd Date
Hoo% -

Action

14. | Click the Sign out link.

15. | You have completed the View Absence History topic.
End of Procedure.

Leave Balance Forecasting

Leave Balance Forecasting
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Procedure

In this topic, you will forecast the amount of leave available on a specific date prior to

submitting an absence request.
o( ).
CONNECT

User ID
Passwoi
Select a
n

rd
angua

Step  Action Notes

1. Click in the User ID field.

2. Enter "david.warnick" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In
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Favorites ¥ hair

2 CONNECT

# Home | Sign out

Personaiize Gontent | Layout 7 e

Employee Expiring Licenses S o~ | [E Announcements S ov
Licenses and Certificates.
Expiration Date = CONNECT Oniine Training
0802015
[5# my Expiration Dates e ov
e Direct S ov
D Descripton EraDie  DaystoEndDate sag ComPany Directory °

Search by Name, Job Tite, Department, or Email
®

My Org Chart Advanced Search

Step Action [\ [o] {1

6. Click the Main Menu button.

7. Click the Self Service menu.

| O Self Senice k |

8. Click the Time Reporting menu.

| d  Time Reporing P|

9. Click the View Time menu.
| 3 wiew Time 3 |

10. | Click the Absence Balances menu.

| 5] Absence Balances |

11. | The View Absence Balances page allows an employee to view
their available balances by absence type.
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Favortes ¥ Main Menu Seff Senvice ¥ 5 Time Reporting

- CONNECT

View Absence Balances

DAVID WARNICK

o | comycen

nnnnnnnnnnnnnnnn

Personaiize | (7]

Balance 35 of 7212015
4800 Hours

0.00 Hours
480,00 Hours

120,00 Hours

100.00 Hours

Step @ Action [\ [o] {1

12. | Click the Forecast Balance link.
Forecast Balance

13. | Double-click in the As of Date field.
14. | To clear the field,
Press [Backspace].

15. | Enter "10/15/2015" into the As of Date field.

16. | Click the Filter by Type drop-down list.
L -]

17. | Click the Annual Leave list item.

Annual Leave |

18. | Click the Absence Name drop-down list.
| Select Absence Name EI

19. | Click the Annual Leave Take list item.

Annual Leave Take \

20. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

21. | Click the Forecast Balance button.

| Forecast Balance |
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22. | This message indicates that your forecast was successful.

In the Forecast Balance Details section, you will have 153.76
hours of Annual Leave Take available on 10/15/2015.

23. | Click the Return to View Absence Balances link.
Return to View Absence Balances

24. | Click the Home link.

Favories > - # Home | Sianout

- CONNECT

(@ Employee self Service Links S o~ | [EAmmou

Personaiize Content | Layout 7 tep

Expiration Date: = CONNECT Online Trairing

08302015

\ﬁ_:g’u Company Directory c ov

Search by Name, Job Tite, Department,or Emai
®

7 My Org Chart Advanced Search

Step @ Action [\ [o] {=1

25. | Click the Sign out link.
Sign out

26. | You have completed the Leave Balance Forecasting topic.
End of Procedure.

Request Absence from a Timesheet with Balance Forecasting

Request Absence from a Timesheet with Forecasting
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£ CONNECT

Timesheet

Wew viindow | eip | & -
Period
5 e
Reported Hows 60
From Wednesday 00/02/2015 to Tuesday 00082015
% = 4 = ] | Tt R (T
SOANLSL. Anus Lsve - Sk WoD

Sew o Lot St ot ks
Repored Teve Sshs | Summary = Absence
You are eligibie to subimit this leave request
Date Time: August 27,2015 at 10119
Absence Events Personaizs |
Abesrca Taka | Forscan Rssus | %5

wa
o Ouesion o Aot ot s [
. . C Snsioyee
ez o] amous Dess  Seea Approvl Mior o Forscast
Absence Enttisment Balances Perscnsize |
amr -

Procedure

In this topic, you will request time off from an employee's elapsed timesheet. You will ensure
you are eligible to request annual leave by forecasting prior to submission.

Selecta Language
English “l

W Enable Accessibility Mode

Set Trace Flags

‘Copyrioht © 2000, 2014, Oracle andor s affliates. Al rights reserved.

Step @ Action Notes
1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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Action

CONNE

CTed

A ARG

5.

Click the Sign In button.

Sign In

Favorites ™ Main Menu ~

- CONNECT

# Home

Personaiize Content | Leyot
@ Employee self service Links S ov | [Employee Expiring Licenses S o~ | @ Announcements
Licenses and Certiicates.
Timesneet Overtime Abser
Report your s Roquests Request . I — - CONNECT Onine Training
disime | LS oo Viewor
Smeor () Yoo sbaancs
imaparea = [y Financial Distiosure 08302015
Carcers Intervi O Person: [=# wy Expiration Dates o
ta Comssteioues REJ Calencar Information v =
b3 and mansge: Vaw msrveus
p Your appcaons. cfappiearts ety | [ esoriton Dt DaystoEnaDa gy SR
e you Somaryor
ey your persons Search by Name, Job Tie, Department, or Emai
partcpaa Hareien _
®
DA My Current Training \vanced Sear
Accommodation (g — W) Profiie Summary Advanced Search
Request &5 visnage s, Views
G i compa
prs— B Jour vt
oo oozt ormaton
inyour cutent
Compensation Current
§) i Documents
e Upctaor v
campensasn o
sty or b parmen:
varatie, and Gotument o
ors e cument
oo

Sign out

Action

Click the Timesheet link.

Favortes ¥ Main Menu Self Senvice ¥

- CONNECT

Time Reporting ¥ 5 Report Time ¥

# Home

Sign out

New Window | Help | &
Timesheet
MICHAEL CHARNASKY. Employes 1D 000000354
Empl Record 0
Actons~ Earliest Change Date 071220015
Select Another Timesheet
“View By’ Previous Period Next Period
“Date 051022075 |§
Reported Hours 0.0
From Wednesday 0910212015 o Tuesday 09/08/2015
wed Th Fi st sun Mon Toe Overide  OvertimeiCorny
~ T % = P on U Total Time Reportig Code ool Ot P Business Unit
=1 a & [Mowo | =
I aQ @ [MowD | # =
= Q Q Mowo o B B
Savefor Later Submit Apply Rules
Reported Time Status || Summary || Leave / Compensatory Time || Absence | Exceptions
Reported Time Status Personaize | Find || B 1011
oate Total TRE Deseription Comments
0o
Request Absence
SeffServce
Time Reportng
wo0% -

Action

7. Click the Absence tab.
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8. Click the Add Absence Event button.
| Add Absence Event |

9. Double-click in the Start Date field.

Oo022015

10. | To clear the field,
Press [Backspace].

11. | Enter "09/04/2015" into the Start Date field.

12. | Double-click in the End Date field.
090252015

13. | To clear the field,
Press [Backspace].

14. | Enter "09/04/2015" into the End Date field.

15. | Click the Absence Name drop-down list.
| Select Absence *JanE”

16. | Click the Annual Leave Take list item.
Annual Leave Take

17. | Click the Reason drop-down list.
| Select Abzence Reas::-rEl

18. | Click the Annual Leave list item.

i
:

19. | Click the Details link.
Details

reate Absence Req

| Absence Event Details
D =
MICHAEL CHARNASKY. ul
o | omnsirsive Comm pja® B
EY =
Savefor Later Submit 4
‘Reported Time Status || Summary || Le: Instructions
Enter Start Date, End Date, and Absence Name. the required filds Timesheet page.
Persons
Absence Detail
‘SartDate  EndDate Absence et Dot 0275 |9 o oty Scnecte Forecast Eat Dokt
(060472015 |5 [09/0472015 | [Annual End Date (091042015 |l Attach Documentation = [Forecast Edit [
Filter by Type (Al
porp—— YT &l
*Absence Name Amusi Leave Tke = Current Balance 100,00 Hours
e e Reason Amual Leave = Approved not Taken 0,00 Hours
Enbtment Name Partial Days Nore = Guntent Period Leave 800 Hours
Personsl Leave Avalable Bal puration Hours =
ok Leave Avaiable Batance Galeuiate End Date or Duration
FMLA Avalsbie Balance
|annusi Leave Avaiabic Balznce Comments
Reporter Comments: €
““Disclaimer The curent balance does not 4
Request Absence
SeifService ok Ganeel
Time Reporing -
Kl
®o0% v
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20. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

21. | The Duration will automatically populate if the Start Date and
End Date fields are completed.

For this example, the employee requested 1 day off or 8 hours.

22. | Click the OK button.

Favortes MainMenu SefSenice ~ > Time Reporting ~ D # Home  Signout

~ CONNECT

=l Q @ [mowo | E =
= Q @ s Ja @ =
= o oo o, @ B
Savefor Later Submit Apply Rules
Reported Time Status || Summary | Leave/ Gompensaiory Time || Absence Exceptiors
Absence Events Persong
Absence Take | [F5)
‘SartDate  EndDse  AbsenceName Remon  Duntion U et s Aoproval Moritor Sowse  Cancel - Deets
09042015 [ (091042015 |5 [Annual Leave Take [=] [Annual Leave = 800 Hours  SEEES New Approval Monitor Eanioiec) Forecast i
Absence Entitlement Balances Personalize | (7
mmmmmmmmmm e Batance 12 of 7212015
Personsl Leave Avaiable Bal 45.00 Hours,
Sick Leave Available Balance 100.00 Hours
FMLA Avaiabie Balance: 430,00 Hours
Annusi Leave Avaikie Belance 100.00 Hours
“Discisimer T processed.
Request Ab
S Servie
Time Reportng
<
Hoon -

Step | Action Notes

23. | Click the Forecast button.

24. | This message is confirming the employee has enough leave to
submit the absence request.

25. | Click the Submit button.
| Submit |

Page 328



CONNECTed

TRAMIKIG LIEAM
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TRAINING GUIDE

CONNECT Employee Self Service

# Home  Signout

- CONNECT

Timesheet
Submit Confirmation

(g Ty —
T
Message
ety certy et — o )
herey <oty - -
&=

.

New Window | ]
Saved

®o0%

Step @ Action [\ [o] {1

26.

This message is alerting you to certify the reported time is
accurate.

Click the OK button.

27.

Click the OK button.

28.

The Status for the absence request is Needs Approval.

29.

Click the Home link.

Favories # Home | Sign out
+» CONNECT
+
Persanalize Cantent | Layout 7 He
Employee Expiring Licenses & o~ | [E Amouncements Bl
Licenses and Certificates.
LisenselCertiicate Expiration Date = CONNECT Oniine Training
Financial Disciosure 0802015
[E# my Expiration Dates s o~
D Descrpton Enabwe  DaystoEnabae s COMPany Directory ©l~
= o Search by Name, Job Tite, Department,or Emai
®
ADA u
Accommodation (g — ) P favanced Search
Request 3=
Py
Somammotion <
Reauest
Compensation current
His o
®o% -
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Step | Action Notes
30. | Click the Sign out link.

Sign out

e = = s

31. | You have completed the Request Absence from a Timesheet with
Balance Forecasting topic.
End of Procedure.

Request Absence from a Timesheet without Balance Forecasting

Request Absence from a Timesheet without Balance Forecasting

S CONNECT

Procedure

In this topic, you will request time off from an employee's elapsed timesheet for
bereavement. Bereavement is not an accrued leave and does not require forecasting.

.(C).

ONNECT

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or is affiates. All rights reserved.
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CONNECT Employee Self Service

Click in the User ID field.

. Enter "david.warnick" into the User ID field.

. Click in the Password field.

Enter "welcomel" into the Password field.

. Click the Sign In button.
Sign In

Favorites ¥ | MainMenu v

< CONNECT

G) Employee Self Service Links s o-
Timesheet Overtime Absence
Repyrire (@) Roqoents Request
and task detals or iew or scd your View or add
e @ Queeen | ] ez,
i period requests. requesis
Careers Interview o Personal

T, Cooricouer RO Caiondor Information
p Gewrieniers (=] summary
Vour appiestions. ofspplicanis in Reviewa
hish you re summary of
scheduled fo Your personsl
partcipat. informaion
ADA My Current Training
Accommodation [ g M) Profile Summary
( Request =5 Nansge suas View a
ADA compelences, summary of
‘Actommodaton and yourtraining
Request atcompishments infematon

Compensation Current
Hi Documents

Employee Expiring Licenses & 0¥
No expiring licenses in the next 60 days
[E# my Expiration Dates s ev

ID Description  End Date  Days to End Date

Personalize Content | Layout 2
Announcements S

« CONNECT Oniine Training
E]%ﬂ) Company Directory c

Search by Name, Job Title, Department, or Email

7% My Org Chart

®

Advanced Search

Step @ Action

6. Click the Timesheet link.

Favortes ¥ | ManMenu ~ Self Service ¥

- CONNECT

Timesheet

Time Reporting ~

DAVID WARNICK

Actions~
Select Another Timesheet

“View By

*Date (00002015 |5,
Reported Hours 0.0

From Wednesday 09/09/2015 to Tuesday 09/15/2015 (7

Time Reporting

Wed Thu Fi Sat
() a1 artt a2
Save for Later Submit Apply Rules
Reported Time Status | Summary | Leave/Compensatory Time | Absence
Reported Time Status
Date Total TRC Description
0.000000
Request Absence
Self Senvice

Report Time ¥ > Timesheet

Employes ID 000001043
Empl Record O
Earliest Change Date 0712212015

Previous Period  Next Period

sun Mon Tue
a3 ona. 915

Exceptions
Personaize | Fina | 21| B2

Comments

Total Time Reporting Code

1011

4 Home |

Sign out

New window | Help | B«

Override

= a o=
=l a o [WpJ
= ¥ @ [Mpy

<
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Step ‘ Action Notes

7. Click the Next Period link.

Mext Period

8. Notice the employee has already submitted absence requests for
16 hours of Annual Leave - Sick.

9. Click the Absence tab.

Absence

10. | Click the Add Absence Event button.
| Add Absence Event |

11. | Click the Vertical scrollbar to move down the page.

12. | Double-click in the End Date field.
091672015

13. | To clear the field,

Press [Backspace].

14. | Enter "09/18/2015" into the End Date field.

15. | Click the Absence Name drop-down list.
| Select Absence Nan|» |

16. | Click the Bereavement Leave Take list item.
[Bereavement Leave Take |

17. | Click the Reason drop-down list.
| Select Absence ReasorE“

18. | Click the Death in Family list item.
[Death in Family |

19. | Click the Details link.
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Favorites Main Menu Sel e Time Reporting Report Time. Timesheet A& Home Sign out

BxY SS Create Absence Req
- CON N

Reporied Time Status || Sun| | ¥ Instructions N
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before refuming to the Timesheet page.

Absence Events (7
Absence Take | Forecastf | Absence Detail (2

*Start Date End Date . el Forecast
‘Start Date (09162015 |[5) View Monthly Schedule

End Date 0971872015
09212015 09r222015 & Attach Documentation !

Foreczst
Original Start Date 091612015 ][5
091612015 |5 0971872015 Filter by Type Al =] H T
“Absence Name Bereavement Leave Take = B
Add Absence Event
Reason | Death in Family =
T— = Partial Days None =
Entitlement Name Duration Howrs
i Caleulate End Date or Duration -
Sick Leave Available Balance
FMLA Available Balance Eemr=s
Miitary Actvity Availabl Bal Reporter Comments: &

Annual Leave Available Balany

“Disclaimer The current bal;

0K Cancel
Request Absence
: *Required Fieid
Self Service
Time Reporting

Action

20. | Click the Calculate End Date or Duration button.
Calculate End Date or Duration

21. | The Duration will automatically populate if the Start Date and
End Date fields are completed.

For this example, the employee requested 3 days off or 24 hours.

22. | Click the OK button.

Favorites ¥ Main Menu v s e v Time Reporting ¥ Report Time v Timesheet A& Home Sign out

% CONNECT

New Window | Help | <]

Timesheet

DAVID WARNICK Employee ID 000001048
‘Gounty Glerk Empl Record 0
Actions~ Earliest Change Date 07/22/2015

Select Another Timesheet
“View By Previous Period  Next Period
“Date 0911672015 |5}

Reported Hours 160

i

From Wednesday 09/16/2015 to Tuesday 09/22/2015 (7
Wed Th Fri Sat sun Mon Tue Overide  Overtime/Comp  Business
9016 917 918 L) 920 921 922 ST Repring Cob) Time ® Ut

20 2.

16.0 ANLSL - Annual Leave - Sick MDJUD

Save for Later Submit Apply Rules

Reported Time Stafus || Summary || Leave/ Compensatory Time || Absence | Exceptions

Absence Events (7
Absence Take | Forecast Results

“StartDate  EndDate Absence Name Reason Dursion Y0 petais Status Approval Monitor Source Cancel Forecast
002112015 081222015 Annual Leave Take 16.00 Hours  Details Nesds Approval Approval Monitor Employee
P P Absence Request
Employee
0971672015 |5 (0071872015 |5 [Bereavement Leave[ ] [Deain n Famiy =l 2400 Hours  Detals New Approval Monitor

Timesheet

Step @ Action

23. | Click the Submit button.
Submit
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Timesheet
Submit Confirmation

¥ 1 submitvas successtu
Time for the Time Period of 2015-09-16 to 2015-09-22 iis submitted

Message

Documentation may be required, per polcy. (230004

oK

New Window | Help | B

Step | Action [\ [o] {1

24. | To acknowledge the message for documentation, click
the OK button.
O

H

25. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
O

H

26. | Click the OK button.
814

27. | Notice the Status for the absence request is Needs Approval.

28. | Click the Home link.
# Home
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Favorites ¥ | MainMenu v

- CONNECT

#A Home | Signout 1

Personalize Content | Layout 2|
G) B O Cari e & o~ | Employee Expiring Licenses c ov Announcements S
No expifing licenses i the next 60 days
Timesheet Overtime Absence CONNEGT O T
reyoime (@) R - 1 Request | |[5* My Expiration Dates S e~ rine Tramng
adsywekor | B_O you sbeence
fime perod Tequests ID Descripion End Date _Days to End Date

Careerssitetoview  NIIA Calendar Information
jobs and manage: i iews Summa Company Director <

whchyousre  summe ry of
el

stheduled (0 your person

‘Search by Name, Job Title, Department, or Email
pertiipate. nformaton ®
ADA My Current Training o
Accommodation [ g M) Profile Summary My Org Chart Advanced Search
Request &_ Manage skills, View a
Qo b s summary of
Acconmodation Jourtaning
Reauest = ents riormaton
Compensation Current
History Documents
D Documents
s - .
Sock

optons

& for
the curent
peiod

Step @ Action [\ [o] {1

29. | Click the Sign out link.

30. | You have completed the Request Absence from a Timesheet
without Balance Forecasting topic.
End of Procedure.

Request Time Off - Partial Start Day Only
Request Time Off - Partial Start Day Only

Mo veru

ONNECT

e

Procedure

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the first day of the absence request.
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“CONN

ECTed
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Step | Action Notes

1. Enter "lolli.petrillo" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

2
3.
4 Click the Sign In button.

Sign In

Favorites ¥ | Main Menu

<% CONNECT

6) Employee Self Service Links

Employee Expiring Licenses B Announcements

No expiig nses inth next 60 days
[E# W Expiration Dates G + CONNECT onine Traning

1D Deseription EndDste  DaystoEndDate

Q. Company Directory
@oe
Search by Name, Job Title, Department or Email

®

7% My Org Chart Advanced Search

ADA
Accommodation
( Request
DA

iosemmocason
Reuest

# Home |

-

Notifcation

AddTo =

Personaiize Content | Layout

Sign out
NavBar
7 Hel

s o

Step | Action

Click the Absence Request link.
Absence
Request
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Request Absence

LAURA PETRILLO

D | o
>

Instructions
Enter Start D

test of the required or save for later your request.

start Date 9172015 [5] ew Mty Schecule

Step @ Action [\ [o] {1

6. Click the Choose a date button.
[
7. Click the 16 object.
8. Click the Absence Name drop-down list.
[ Select Absence Name |
9. Click the Personal Leave Take list item.
[Personal Leave Take |
10. | Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.
For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.
11. | Click the Reason drop-down list.
[Select Absence Reason |
12. | Click the Personal Day list item.
[Personal Day |
13. | Click the Partial Days drop-down list.
[[Mone W
14. | Selecting Start Day Only indicates that the partial day will occur
on the first day of the absence request.
Click the Start Day Only list item.
[Start Day Only |
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15. | In the Start Day Hours field, enter the hours that you will be
absent from work on the Start Day.

CONNECTed

Click in the Start Day Hours field.

[ ]

16. | Enter "4" into the Start Day Hours field.

17. | Alternatively, you can select the Start Day is Half Day option if
the partial day absence request will be half of your normal
workday.

18. | Click in the Duration field.

L]

19. | Inthe Duration field, enter the total number of hours you will be
absent from work.

Enter "12" into the Duration field.

20. | Click the Calculate End Date or Duration button.
I Calculate End Date or Duration ]

21. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 4 hours on 9/16/2015
and 8 hours on 9/17/2015 = 12 total hours.

22. | Click the Forecast Balance button.
| Forecast Balance |

23. | This message is confirming the employee has enough leave to
submit the absence request.

24. | Click the Vertical scrollbar to move down the page.

25. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

26. | Click the Yes button to submit.
| Ves !

27. | Click the OK button.

28. | The Absence Request shows a status and Pending approval by
the Manager.

29. | Click the Home link.
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30. | Click the Sign out link.
Sign

31. | You have completed the Request Time Off - Partial Start Day Only
topic.
End of Procedure.

Request Time Off - Partial End Day Only
Request Time Of - Partial End Day Only

+ CONNECT

Request Absence

LAURA PETRILLO

£ ldldld ke

Forecast Salwce

Procedure

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the last day of the absence request.
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CONNECT

Password

Select a Language

English

B Enable Accessibility Mode:

Set Trace Flags
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Step | Action Notes

1. Click in the User ID field.

Enter "lolli.petrillo" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

Favorites *  Main Menu ~ # Home | Signout

Nofication  NavBar

+ CONNECT E——

Personaiize Content | Layout 7 Help

@ Enviove st snvice Links Employee Expiring Licenses S o | [E Amouncements R

No expiing licenses inthe next 60 dsys
[ Wy Expiration Dates 2 lov *  CONNECT Oniine Training

1D Deseription EndDste  DaystoEndDate

Q. Company Directory < ov
@oe
Search by Name, Job Title, Department or Email

®

oy u -

Accommodation (g — My Org Ghart Advenced Search
[C T A=

Py

Raent e

iosemmocason

Current
Documents
u

o &
e

Step @ Action

6. Click the Absence Request link.
Absence
Request
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Instructions
Enter Start D: test of the required or save for later your request.

Aftach Documentation

TRAINING GUIDE

Step @ Action [\ [o] {1

7.

Click the Choose a date button.

Click the 18 object.

Click the Absence Name drop-down list.
[ Select Absence Name |

10.

Click the Sick Leave Take list item.
[Sick Leave Take |

11.

Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

12.

Click the Reason drop-down list.
| Select Absence Reason |

13.

Click the Employee Sick list item.
|[Employee Sick |

14.

Click the Partial Days drop-down list.
[Mone v |

15.

Selecting End Day Only indicates that the partial day will occur on
the last day of the absence request.

Click the End Day Only list item.
[End Day Cnly
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16. | Inthe End Day Hours field, enter the hours that you will be
absent from work on the End Day.

CONNECTed

Click in the End Day Hours field.

[ ]

17. | Enter "6" into the End Day Hours field.

18. | Alternatively, you can select the End Day is Half Day option if the
partial day absence will be half of your normal workday.

19. | Click in the Duration field.

[ ]

20. | Inthe Duration field, enter the total number of hours you will be
absent from work.

Enter "14" into the Duration field.

21. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

22. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 8 hours on 9/18/2015
and 6 hours on 9/21/2015 = 14 total hours.

23. | Click the Forecast Balance button.

| Forecast Balance |

24. | This message is confirming the employee has enough leave to
submit the absence request.

25. | Click the Vertical Scrollbar to scroll down the page.

26. | Make sure to review your inputs before submitting.

Click the Submit button.
Submit

27. | This message is notifying you that documentation may be
required to support this absence request.

Click the OK button.
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28. | This message is notifying you that requesting 3 or more days of
sick leave may be requested as FMLA. For this example, the
absence type selected was Sick Leave Take.

Click the OK button.

29. | Click the Yes button to submit.
[ yes |

30.

31. | The Absence Request shows a status and Pending approval by
the Manager.

32. | Click the Home link.

*  CONNECT Online Training

O Company Directory
668

Search by Name Job Tite, Department, or Email

®

2 My Org Chart

33. | Click the Sign out link.

34. | You have completed the Request Time Off - Partial End Day Only
topic.
End of Procedure.

Request Time Off - Partial Start and End Days
Request Time Off - Partial Start and End Days
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Request Absence A

LAURA PETRILLO

Procedure

In this topic, you will request time off for 2 partial workdays and 2 full workdays. The partial
workdays will occur on the first day and on the last day of the absence request.

.( ),

CONNECT

Select a Language

English

B Enable Accessibility Mode:

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or its affiates. All rights reserved.

Step | Action Notes

1. Click in the User ID field.

Enter "lolli.petrillo" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In
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CONNECT Employee Self Service

# Home | Signout
i
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Personsiize Content | Layout 7 Help
& Announcements S o~
* CONNECT Onine Training
O company Directory S o~
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Search by Name Job Tite, Department, or Email

®

2 My Org Chart Advanced Search

Step @ Action

6. Click the Absence Request link.
Absence
Request

Request Absenc

LAURA PETRILLO

_4

Instructions
Enter Start Date and.

st of the required filc or sae for later your reques.

Absence Detail (2
*Start Date 081772015 |5 View Monihly Sehedule
Aftach Documentation

At Nama SHE T N “

Comments

Requestor Comments| Fi’

GoTo Ve Absence Request History \iew Absence Balances

*Reguied Fidd

# Home | Sign out

Notiication  NavBar

Step @ Action [\ [o] {=1

7. Click the Choose a date button.
(=

8. Click the 23 object.

9. Click the Absence Name drop-down list.
[[Setect Abzence Name |
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10. | Click the Annual Leave Take list item.

[Annual Leave Take |

CONNECTed

11. | Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

12. | Click the Reason drop-down list.

[ Select Absence Reason |

13. | Click the Annual Leave list item.

[Annual Leave |

14. | Click the Partial Days drop-down list.

| Mone |

15. | Selecting Start and End Days indicates that the partial day will
occur on the first day of the absence request AND on the last
day.

Click the Start and End Days list item.
[Start and End Days |

16. | Inthe Start Day Hours field, enter the hours that you will be
absent from work on the Start Day.

Click in the Start Day Hours field.

[ ]

17. | Enter "2" into the Start Day Hours field.

18. | Inthe End Day Hours field, enter the hours that you will be
absent from work on the End Day.

Click in the End Day Hours field.

L]

19. | Enter "2" into the End Day Hours field.

20. | Alternatively, you can select the Start Day is Half Day option
and/or the End Day is Half Day option if the partial day absence
will be half of your normal workday.

21. | Click in the Duration field.

L]

22. | Inthe Duration field, enter the total number of hours you will be
absent from work.

Enter "20" into the Duration field.
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23. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

24. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 2 hours on 9/23/2015,
8 hours on 9/24/2015, 8 hours on 9/25/2015, and 2 hours on
9/28/2015 = 20 total hours.

25. | Click the Forecast Balance button.
| Forecaszt Balance |

26. | This message is confirming the employee has enough leave to
submit the absence request.

27. | Click the Vertical Scrollbar to scroll down the page.

28. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

29. | Click the Yes button to submit.
| Yes |

30. | Click the OK button.

31. | The Absence Request shows a status and Pending approval by
the Manager.

32. | Click the Home link.

3 Company Directory 2 ov
()

by Name, Job Titie, Department, or Email

7% My Org Chart Advanced Search
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Step @ Action Notes

33. | Click the Sign out link.
Sign out
34. | You have completed the Request Time Off - Partial Start and End

Days topic.
End of Procedure.

Request Time Off - All Days

Procedure

In this topic, you will request partial time off for multiple workdays.

“C)e

CONNECT

Select a Language

English

W Enable Accessibility Mode:

Step | Action Notes

1. | Click in the User ID field.

2 Enter "lolli.petrillo" into the User ID field.
3 Click in the Password field.

4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In
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Main Menu
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No expiring licenses in the next 60 days

(()‘) Employee Self Service Links o ow
Personal

Information

ADA
Accommodation
iy ( Request
208
. cation

o
Compensation
$) hory

Rea
[E# wy Expiration Dates s o

My Current
«

B

Current

0 Description End Date Days to End Date

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Sign oul

Personalize Content | Layout 7 He

Announcements S o~

= CONNECT Oniine Training

3, Company Directo T ov
522 Company vy

Search by Name, Job Title, Department, or Email

®

% My Org Chart Advanced Search

Step @ Action [\ [o] {1

6. Click the Absence Request link.
Absence
Request

hours per day for 4 consecutive work days.

7. For this example, we are submitting an absence request for 4

Favoites ¥ | Main Menu ¥ Self Sevice + Time Reporting ~ Report Tme v > Absence Request

+ CON

Request Absence

LAURA PETRILLO

o) | rRomen

Instructions
Enter Start Date and

the rest of the required fields before submitting or Save for later your request.

Absence Detail (2

*Start Date|[09/24/2015_|[5) View Monthly Schedule

‘Attach Documentation

Filter by Type Al [l
*Absence Name | Select Absence Name [=]
Comments
Requestor Comments,
GoTo  View Absence Request History View Absence Balances

* Required i

# Home | Signout

Step @ Action Notes

8. Click the Choose a date button.

9. Click the 29 object.
24
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10. | Click the Filter by Type drop-down list.

[A [~
11. | Click the Annual Leave list item.
12. | Click the Absence Name drop-down list.
| Select Absence Name [~

13. | Click the Annual Leave Take list item.

Annual Leave Take

14. | Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

15. | Click the Reason drop-down list.

| Select Absence Reason [~
16. | Click the Annual Leave list item.
17. | Click the Partial Days drop-down list.

[ None [~]

18. | Selecting All Days indicates that the partial day will occur every
day of the absence request for the same number of hours per
day.

Click the All Days list item.

19. | Inthe All Days Hours field, enter the hours that you will be
absent from work each day.

Click in the All Days Hours field.

20. | Enter "4" into the All Days Hours field.

21. | Alternatively, you can select the All Days is Half Days option if the
partial day absence request will be half of your normal workday.

22. | Click in the Duration field.

|
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23. | Inthe Duration field, enter the total number of hours you will be
absent from work.

CONNECTed

In this example, you will be absent 4 hours per day across 4 days.

Enter "16" into the Duration field.

24. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

25. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 4 hours per day from
Tuesday through Friday = 16 total hours.

26. | Click the Forecast Balance button.
| Forecast Balance |

27. | This message is confirming the employee has enough leave to
submit the absence request.

28. | Click the Vertical scrollbar to move down the page.

29. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

30. | Click the Yes button to submit.
T

31. | Click the OK button.

32. | The Absence Request shows a status and Pending approval by
the Manager.

33. | Click the Home link.

» Home
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34. | Click the Sign out link.
Sign ou

35. | You have completed the Request Time Off - All Days topic.
End of Procedure.

Canceling Absence Request from Timesheet

& CONNECT

<

Procedure

In this topic, you will cancel absence requests posted on the timesheet page. One absence has
already been approved, another absence will be pending approval.
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Password

Selecta Language
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B Enable Accessibility Made
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Step @ Action Notes

1. Click in the User ID field.

Enter "donald.duck" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.
Sign In

Favortes ¥ | Msin Meny +

(@ Employee Seif Service Links Employce Expiring Licenses S o~
No axpiing oerses i he nert €0 days
9 Company Director T ov
T Rt "
Search by Name. Job it Deprtmen, or Emai

®
1y 0 G Advancad Searen
CONNECTor Contact information ° o
Vo Deser Phone
WILHELILLINDA K GG 1 ALLEGANY CNTY COURTHOUSE a1osssascs
LNDNER MICHAEL P atosssaseo
NEUGEBAUER I HOWARD. atosssaseo
LEwisTALSAA atosssaseo
DODSONDANELLE arosossees
MOFFATTMARY € P
BROWNDIANAL P
HUBBLE LADEANAL 4105050000
HEFNER KATHERINE S 105550000
SMVONSMARY B a1osss600
@ Announcements S or
S ov
No Gurent Amnoursemens
Endbaie Daye o EnaDate

Step Action

6. Click the Timesheet link.
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7. Employee Donald Duck is using a punch timesheet.

8. Click the Absence tab.

9. Click the Vertical scrollbar to move down the page.

10. | Click the Edit button for the Approved absence.

11. | Click the Cancel option.

(O]

12. | Click the Submit button to make the change to the absence
request.
| Submit |

13. | To acknowledge documentation may be required, click
the OK button.
Ok,

14. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
K

H

15. | Click the OK button.

16. | Notice the Approved absence has been removed from the
Absence Events section.

Click the Edit button for the absence request that is pending
approval.

17. | Click the Cancel option.

B

18. | Click the Submit button to make the change to the absence
request.
| Submit |

19. | To acknowledge documentation may be required, click
the OK button.
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20. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.

21. | Click the OK button.

22. | Notice both absence requests have been removed from the
Absence Events section.

23. | Click the Home link.

24. | Click the Sign out link.

Sign out

25. | You have completed the Canceling Absence Request from
Timesheet topic.
End of Procedure.

Managing Leave Bank

Leave Bank Enrollment

Employees can enroll in the leave bank program with a minimum donation of 8 hours.

s Mainvens ¥

S CONNECT

............

Procedure

In this topic, you will enroll in the leave bank program by submitting a leave donation request
for sick leave.
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.( Do

CONNECT

UseriD,

Password

Select a Language

English v

M Enable Accessibilty Mode:

CONNECTe

TRAMIKIG LIER

d

Step | Action Notes

1.

Click in the User ID field.

]

Enter "lolli.petrillo" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

DA ol

Click the Sign In button.
Sign In

The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.
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Personaiize Content | Layout 7 Help
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52, Company birectory s o
Search by Name, Job Tite, Depatmert,or Emai
®
5wy O Chart Aatvancea Search
Personal
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Deails Accommodation (g —M
Enpioyes Request 2=
zee O

o

Step @ Action [\ [o] {1

7. Click the Main Menu button.

8. Click the Self Service menu.
I_I Self Service rl

9. Click the Leave Transfer Requests menu.

| 1 Leasve Transfer Reguests F|

10. | Click the Donate Leave Request menu.

| [E] Donate Leave Request |

11. | For this example, you are submitting a request to donate sick
leave to the Leave Sick Bank program.

The initial donation to any leave bank will serve as enrollment
into the leave bank program.
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CONNECTed

TR A IKIG LIER N

#& Home | Sign out

AddTo +
Notifcation  NavBar

+ CONNECT

Request to Donaf
LAURA PETRILLO

HR Offcer |

This form may be used o Donate leave ime to either an eligible employee or 1o 2 leave bank.

o Additonally, e Have provided notie or e been
given noice oftemination o employment mey no donete time.
Donation Program
“Program Name [Seict Program 5
Category Type
Gontribution Type: Frequency
UnitType Ceiling Limit
Minimum Days Maximum Days
Begin Date End Date
Leave Contribution {Bemonaize)| Find | G) B Fist 4 q0r1 0 Last
“rom Entit nt alance Days to ecipient Type e etails tete.
From Entit - e » oeta e
Seest Entiement <] satence  Detsis Deete
‘Ad Contrbuion
Comments
Requester Comments| ’Q’

Agreement and Compliance

= I have read the Leave Donation Palcy.
* I acknowledge that f | am donating hoursidays o this program o to another employee, | of hoursid:
® I certty that | have not provided or been given nofie of termination

« I cerilty that | am currently ot on a writen waring of any kind.

d understand that

Submit Save for Later

Step ‘ Action Notes

12.

Click the Program Name drop-down list.
 Select Program v |

13.

Click the Leave Sick Bank list item.
|Leave Sick Bank |

14.

Click the From Entitlement drop-down list.

| Select Entitlement w |

15.

Click the Sick Leave Entitlement list item.

[Sick Leave Entitlement |

16.

The Balance column displays the employee's current available
balance.

For this example, you have 100 hours of sick leave to donate.

17.

Click in the Hours to Donate field.

[ 1

18.

Enter "8" into the Hours to Donate field.

19.

Review the Agreement and Compliance section.

20.

Click the Submit button.
| Submit |

21.

Click the Yes button.

22.

Click the OK button.
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23. | After submission, leave donation will be sent for approval by the
employee's Manager, Marti Robinson.

Once approved, the employee will be enrolled in the leave bank
program.

24. | Click the Home link.

Favorites ¥ | Main Menu

5 CONNECT

Persanalize Cortert | Layout 7 Help
S o~ | [@ Announcements s e

# Home | Signout

Nofication  NavBar

| [Employe
No

inthe next 60 days
| |5 w Expiration pates o o= *  CONNECT Oniine Training

1D Deseription EndDate Days to EndDate

9. Company Director < ov
52, Company v

Search by Name, Job Title, Department, or Email

®

% My Org Chart Advanced Search

Step  Action Notes

25. | Click the Sign out link.

26. | You have completed the Leave Bank Enrollment topic.
End of Procedure.

Request to Receive Leave Bank Donation

Once enrolled in the leave bank program, an employee can request to receive donated leave
from the leave bank.
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Procedure

In this topic, you will submit a request to receive a donation from the leave bank.

A request to receive a leave donation is only for employees enrolled in a leave bank program.

o( )‘
CONNECT

UserID,

Select a Language

M Enable Accessibility Mode

Step | Action Notes

1. Click in the User ID field.

2. Enter "lolli.petrillo" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In
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6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.

Favort

5 CONNECT

Personaiize Content | Layout 7 Help

# Home | Signout

Noification  NavBar
.| [Employee Expiring Licenses S o~ | [@Announcements s e
No expiing icenses in the next 60 days

7 My Expieation Dates 2 os * CONNECT Onine Training

1D Deserition EndDate Days to EndDate

9. Company Director < ov
52, Company v

Sesreh by Name, Job Tite, Department,or Emsi
®

% My Org Chart Advanced Search

Step @ Action [\ [o] {1

7. Click the Main Menu button.

8. Click the Self Service menu.

| 1 Self Semvice l‘|

9. | Click the Leave Transfer Requests menu.

| 1  Leave Transfer Requests F|

10. | Click the Receive Donated Leave Request menu.

| 5] Receive Donated Leave Request |

11. | An employee enrolled in the leave bank program can only
request leave from the leave bank if:

1. All available leave banks are exhausted;

2. Leave is exhausted because of a prolonged or serious medical
condition;

3. The employee is in good standings on past leave usage,
disciplinary and performance ratings.

For this example, you are requesting to receive 8 hours from the
Leave Bank Receive Program to be used in the month of October
2015.
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Receive Donated Leave Request

Request to Receive D
LAURA PETRILLO
HR Offcer |

This form may be used to request donated leave from a leave program for yourself or on behalf o another employes.

Donation Program

. —
Caegor Ty
J—— J—
it Type Cling Lt
P P
ecinDse endDrte

Leave Time Request

“Recipient[Employee v Recipient Name
“Begin Date ol “End Date
“Days Requested View Balances

[This is a Recurring Occurrence:

O Inesd ort Term Disabilty or Paid Famiy Leave (Caiiformia employees only) begins.
O | am taking a Family Cz immediate family member with a catastrophic lness or injury.

O Other (Please provide. nal details )

Additional Details ‘

CONN

ECTe

TR AR WG

ERNET

Step ‘ Action Notes

12. | Click the Program Name drop-down list.
[ Select Program |

13. | Click the Leave Bank Receive list item.

[Leave Bank Receive |

14. | Click the Choose a date button.

15. | Click the Month drop-down list.

September | v

16. | Click the October list item.

17. | Click the 1 object.

[]

18.

(@]

lick the Choose a date button.

B

19. | Click the Month drop-down list.

20. | Click the October list item.

21. | Click the 30 object.

(]
]

22. | Click in the Hours Requested field.

23. | Enter "8" into the Hours Requested field.
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Click the View Balances link to view the employee's current
available balances.

24.

25.

Favortes * | MainMenu ~ Leave Transfer Requesis ~ > Reteive Donated Leave Request

#& Home | Sign out

Request to Receive Donated Leave
LAURA PETRILLO

HR Oficer |
This form may be used {0 request donated leave from a leave program for yourself or on behalf of another employes.
Donation Program

*Program Name [Leave Bank Receive <
Category Bank

Type Voluntary
Contribution Type One-Time

Frequency
UnitType Hours

Ceiling Limit 320,00
Minimum Hours 1,00

Maximum Hours 9389899.00
Begin Date 010172010 End Date

Leave Time Request

“Besinte FUTVETS [0

Reciient Name
“End Date [f0302075 |5
“Hours Requested 5 View Bsiznies
[lThis is a Recuning Occurrence
Leave Reason
Reason

Description
© 1 amtaking a Leave for my own catastrophic fines or inury.

O 1 need to cover the 7 calendr day waling period before Short Term Dissbilty or Paid Famiy Leave (California employees only) begins.
O I amtaking a Fe

for an immediate 3 catastrophic ilness o injury.
O Other (Please provide additional details.)

‘Additional Details

+~ CONNE L

Nofifcation

NavBar

Step  Action Notes

26.

Click the Vertical Scrollbar to scroll down the page.

27.

Click the Other option.

Favortes * | MainMenu ~ Leave Transfer Requesis ~ > Receive Donaed Leave.

& CONNEECT.

Leave Time Request

Notfcation

# Home | Sign out

NavBar

B ot FODTETS
[IThis is a Recurring Occurrence
Reason
e

© 1 amitaking a Leave for my own catastrophic fines or inury.

O 1 need to cover the 7 calendr day waling period before Short Term Dissbilty or Paid Famiy Leave (Califoria employees only) begins.

O I amtaking a Fe

for an immediate:

[87 Other (Please provide aditional details )

Additional Details

Recipient Name,
*End Date 10302015 |5

View Balsnces

3 catastrophic ilness or injury.

Comments

Requester Comments

Agreement and Compliance

* I have read the Leave Donation Folcy.
® I centty that | have not provided or been given nofie of termination
* I cetity that | am currently ot on a wrtten waring of any kind

‘Submit Save for Later

*Requred Fisd
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28. | Click in the Additional Details field.

29. | Enter "Family issues" into the Additional Details field.

30. | Review the Agreement and Compliance section.

31. | Click the Submit button.
| Submit |

32. | Click the Yes button.
| Yes |

33. | Click the OK button.

34. | After submission, the request to receive a leave donation will be
sent for approval by Employee Relations.

35. | Click the Home link.

Favorites +

3 caﬁNEQT

Personsiize Content | Layout 7 Help

Employee Expiring Licenses 2 o~ | [El Announcements S ov
No expiring licenses in the next 60 days

*  CONNECT Online Training

@ Company Directory S o~
608

Seatch by Name, Job T, Departmert,or Emsi
®

2 My Org Chart Advanced Search

Step ‘ Action Notes

36. | Click the Sign out link.

1 out

37. | You have completed the Request to Receive Leave Bank
Donation topic.
End of Procedure.

View Leave Bank/Donation Balance

An employee can view their absence balances. Included as an absence balance, is the leave
bank/donation available balance.
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3CO

ence Bal

View Abs

LAURA PETRILLO

> |

Procedure

In this topic, you will view the leave bank/donation balance.

o( )‘
CONNECT

UserID,

Select a Language

M Enable Accessibility Mode

Step  Action Notes

1. Click in the User ID field.

' |

2. Enter "lolli.petrillo" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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5. Click the Sign In button.
Sign In

CONNECTe

TRAMIKIG LIER NET

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.

# Home | Signout

Nofication  NavBar

5 CONNECT

Personaiize Content | Layout 7 Hel

e s—— o o | [Employee Expiring Licenses & o~ | [E Announcements s
N No expiring lieenses in the next 60 days

[ My Expration Dates o os || - cOMNECTONNeTranng

D Description EndDste  DaystoEndDate

Q. Company Director < ov
52, Company v

Sesreh by Name, Job Tite, Department,or Emsi
®

7% My Org Chart Advanced Search

Step ‘ Action Notes

7. Click the Main Menu button.

8. Click the Self Service menu.

| 1 Self Service F|
9. Click the Time Reporting menu.
| 3  Time Reporting F|

10. | Click the View Time menu.
| 3 “iew Time P|

11. | Click the Absence Balances menu.

||_| Abzence Balances |

12. | This page displays all of the employees' available absence
balances including the available balance for Leave
Bank/Donation.
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Favorites ¥ | MainMenu elf Senice ¥ 5 TimeReporting ¥ > ViewTime 5 Absence Balances #& Home | Sign out

& CONNECT e 8,

View Absence Balances

LAURA PETRILLO

D | rosen
_4

Instructions
View cument sbsence entilement balances. Gurent balances do not refect absence requests that have ot been
P payroll For

Absence Entitlement Balances. Personaiize | (7]
Current Balances | [F5)

Entitiement Name Blance 2z of 09I01/2015

Leave Bnk/ Dt Availzble Bal 320,00 Hours

Personsl Leave Available Bl 3000 Hours

Sick Leave Available Balance 92,00 Hours

FMLA Avsilsble Balance 480,00 Hours

Miitery Activity Avalabl Bal 120,00 Hours

\Annusl Leave Avalsbe Bslance 10665 Hours

GoTo  Foresast Balance

Step @ Action

Click the Home link.

Favorites ¥ Main Menu ¥ #& Home | Signout
=
~ CONNECT ——

Employee Expiring Licenses < o~ | &l Announcements < o~

No oxiing fecnses e nex 60.days
. |[B# w Exoiraton Dates o o- || * CONNECTOmine Tesming

1D Descrption EndDste  DaystoEndDae

G Company Directory s ov
CEL)
Search by Name, Job Tite, Depatmert,or Emai
®
 wy O Chat Aatvanced Search

Step @ Action [\ [o] {=1

14. | Click the Sign out link.

15. | You have completed the View Leave Bank/Donation Balance
topic.
End of Procedure.

Donate Annual Leave to an Individual

An employee enrolled in the leave bank program can also donate to a specific individual.
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Procedure

In this topic, you will donate annual leave to an individual employee.

o( )‘
CONNECT

UserID,

Select a Language

M Enable Accessibility Mode

Step | Action Notes

1. Click in the User ID field.
|

2. Enter "lolli.petrillo" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

Page 368



CONNECTe

TRAMIKIG LIER BT

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {=1

5. Click the Sign In button.
Sign In
6. | The CONNECT HCM home page includes "pagelets" which is a

small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.

Favorites ~

< CONNECT

Employee Expiring Licenses S o~ | [@Announcements
+ CONNECT Onine Trsining

5/ My Expiration Dates o

10 Descrption Enaate

O Company Directory

608

Search by Name, Job Title, Department, or Email
®

7 My Org Chart Advanced Search

# Home |
aaror W
Notication

Personaiize Content | Layout

Sign out

@

NavBar

Step @ Action [\ [o] {=1

7. Click the Main Menu button.
[Main My~
8. Click the Self Service menu.
| 1 Self Service rl
9. | Click the Leave Transfer Requests menu.
| 1 Lesve Tranzfer Reguests F|
10. | Click the Donate Leave Request menu.
| [E] Donate Leave Request |
11. | For this example, you are donating annual leave to a Leave
Donate Annual Bank Program setup for Jeffrey Qualey.
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Donate Leave Request

+

Request to Donate Leave
LAURA PETRILLO
HR Offcer |

This form may be used o Donate leave ime to either an eligible employee or 1o 2 leave bank.

o Additonally, cmp) have provided notice or have been
given notice of termination of employment may not donte fime.
Donation Program

*Program Name [Seieet Progiam <

Category.

Contribution Type

Requester Comments| ’Q’

idays to this program or o another employee, | of hoursidays and undersiand that
mination.

n
any kind.

CONN

ECTe

TR AR WG

ERNET

Step ‘ Action Notes

12. | Click the Program Name drop-down list.
 Select Program |

13. | Click the Lv Dnt Annual - Jeffery Qualey list item.
[Lv Dnt &nnual - Jeffery Qualey |

14. | Click the From Entitlement drop-down list.

[ Select Entitlement v

15. | Click the Annual Leave Entitlement list item.
[Annual Leave Enfitlement |

16. | The Balance column displays the employee's current available
balance.

For this example, you have 118.51 hours of annual leave to
donate.

17. | Click in the Hours to Donate field.

[

18. | Enter "10" into the Hours to Donate field.

19. | Click the Recipient Type drop-down list.

I ]

20. | Click the Employee list item.
[Employee |

21. | Click the Look up button.

)

22. | Click in the Search by: Name field.

23. | Enter "qualey" into the Search by: Name field.
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24. | Click the Look Up button.

25. | Click the QUALEY,JEFFERY S link.

Fr

26. | Review the Agreement and Compliance section.

27. | Click the Submit button.

28. | Click the Yes button.
i Yes |

29. | Click the OK button.

30. | After submission, leave donation to an individual will be sent for
approval by Employee Relations.

31. | Click the Home link.

# Home | Signout

AddTo =
Nofication  NavBar

Personaiize Content | Layout 7 Help

Employee Expiring Licenses S o~ | [El Announcements S o~
Mo expiring licenses in the next 60 days

7 W Expiration Dates o o= *  CONNECT Oniine Training

1D Deseription EndDate Days to EndDate

9. Company Director < ov
52, Company v

Sesreh by Name, Job Tite, Department,or Emsi
®

% My Org Chart Advanced Search

Step  Action Notes

32. | Click the Sign out link.

1 out

33. | You have completed the Donate Annual Leave to an Individual
topic.
End of Procedure.
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Request Time Off with Leave Bank/Donation

An employee can request an absence using leave bank/donation.

& CONNECT

Request Absence

LAURA PETRILLO

Instructions

Procedure

In this topic, you will request time off using leave bank donation as an employee.

.( ),

CONNECT

UseriD,

Password

Select a Language

English v

M Enable Accessibilty Mode:

Copyright & 2000, 2014, Oracle and/or s affliates. Al ighis reserved.

Step | Action Notes

1. Click in the User ID field.

2. Enter "lolli.petrillo" into the User ID field.

3. Click in the Password field.
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4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.

Favorites ~

& CONNECT

e —— o o | |Employee Expining Licenses o ov | [E Amouncements o ev
. No expiring licenses in the next 60 days:

# Home | sign out

Personaiize Content | Layout 7 tep

= CONNECT Online Trairing

5\;’0 Company Directory < ov

Search by Name, Job Tite, Department,or Emai
®

7 My Org Chart Advanced Search

B y Expiraton pates o e

nnnnnnn ption EnaDste Days to End Dte

Step @ Action

7. Click the Absence Request link.

Abzence
Request

Page 373



TRAINING GUIDE

(CONNECTe
CONNECT Employee Self Service L TRAING LIBRARY
J ::;::'TETRILLO
_d

ons
Enter Start Date and st of the required ‘sawe for ater your request

*Start Date 09292075 |59 View Montly Schedile
Atach Documentation
Fillr by Type A1 =

*Absence Name Scict Absence Rame =

Step | Action [\ [o] {1

8. Click the Choose a date button.

E]

9. Click the Month drop-down list.

10. | Click the October list item.

|October |

11. | Click the 8 object.

12. | Click the Filter by Type drop-down list.

[ 2 =]

13. | Click the Leave Bank / Donation list item.

Leave Bank f Donation

14. | Click the Absence Name drop-down list.
| Select Absence Mame |:||

15. | Click the Leave Bank Take list item.

Leave Bank Take

16. | Click the Reason drop-down list.
| Select Absence Reason E||

17. | Click the Leave Bank / Donation list item.

Leave Bank f Donation

18. | The Current Balance for Leave Bank Take will appear.

19. | Click in the Duration field.

L]

20. | Enter "16" into the Duration field.
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21. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |
22. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.
For this example, the employee requested 16 hours or 2 days.
23. | Click the Forecast Balance button.
| Forecast Balance |
24. | This message is confirming the employee has enough leave to
submit the absence request.
25. | Click the Submit button.
| Submit |
26. | To acknowledge the message for documentation,
Click the OK button.
27. | Click the Yes button to submit.
| Yes |
28. | Click the OK button.
29. | Click the Vertical scrollbar to move down the page.
30. | The Absence Request shows a Submitted Status and Pending
approval by the Manager.
31. | Click the Home link.

- | [Employee Expiring Licenses

*  CONNECT Online Treining

J_ Company Directory
()

Search by Name, Job Tite, Department, or Emai

Awmyogchat  Advanced Search
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32. | Click the Sign out link.

33. | You have completed the Request Time Off with Leave
Bank/Donation topic.
End of Procedure.

Request Time Off from a Timesheet with Leave Bank/Donation

An employee can request an absence using leave bank/donation from their timesheet page.

Mo Mo+

Timesheet

LAURA PETRILLO

i P Ao venser P Camnt Fomannt -~

oo [7] HOHoes DR New Approvel Monktor

Procedure

In this topic, you will request time off from an employee's elapsed timesheet using leave bank
donation.

)¢

Do
CONNECT
UserID

M Enable Accessibility Mode:
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1. Click in the User ID field.
|

2. Enter "lolli.petrillo" into the User ID field.
3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.

Favorites +

% CONNECT

o o ||Employee Expiring Licenses S o~ || Announcements S ov
No expirng licenses in the next 60 days.

* CONNECT Online Training

5%5 Company Directory S o~

Search by Name, Job Tite, Department, or Email

Amyogchat  Advanced Search

Step  Action

7. Click the Timesheet link.
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Favorites in v SeffSenvice ¥ 5 TimeRepoting ¥ 5 ReportTime ¥ 5 Timesheet

- CONNECT

Timesheet

New Window | Help | i)

Employee 1D 000002075
EmplRecord 0
Esrliest Change Date 07/0172015

Actions~
Select Another Timesheet
*View By Previous Period  Net Period

“Date 10/1472015 |

Reported Hours 0.0

From Wednesday 10/1412015 to Tuesday 10/20/2015

Wed hu i St sun Mon Toe S 3 Ovride  OvertmeiComp .
11111 1015 1016 1017 10118, 1019 10020 RO Reason Time: Et=l
= a Q Moo Ja,
= Q Q [MDIUD |
= Q @ [MouwD o
Save for Later Submit Apply Rules

Reported Time Status || Summary || Absence || Exceptons

Reported Time Status Personaize | Find [ 1] B 1011

Step | Action [\ [o] {1

8. Click the Absence tab.
9. Click the Add Absence Event button.
[ Addsbsence Event |

10. | Click the Choose a date button.
11. | Click the Absence Name drop-down list.
| Select Absence NanE“

12. | Click the Leave Bank Take list item.

Leave Bank Take

13. | Click the Reason drop-down list.
ISeIe-:t Absence ReasanI

14. | Click the Leave Bank / Donation list item.

Leave Bank § Donation

15. | Click the Details link.
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Main Menu c

Time Reporting Report Time Timeshest

C O N N EC s Create Absence Req

Absence Event Details

# Home  Signout

New Vindow | Help | I - |

Timesheet

LAURA PETRILLO

@D | o

Select Another Timesheet
“View By Celenderd |  Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of e required fields before retuming 1o the Timesheet page.
“Date 101472015

Absence Detail
From Wednesday 1011472015 1o Tuesd
wed d Start Date 10142015 |5 View Monthly Scheduie bovertmercoms
i e End Date {0/162015 |l Atach Documentation [
Original Start Date [10/142015 |[i) @ [Moio o

i

Business Urit

I = Q oan Q.
“Absence Name eave Bark Take =l Curent Balance 320,00 Hous @ Mow o B
[ emrlse [ swmi | “Reason Leave Bank /Doraton = Approved not Taken 000 Hours
T eS| S |76 Partal Daya Fene = Current Period Leave 0.0 Hous
Duraton Hours
:f;;;‘:"“ Caleute End Dafsor Dursion Persone
‘satDate Enasme Absence Forecast it Deiete
Comments
10142015 |59 (101162015 |59 [Leave B Reporter Comments: & [Forezast it [l
At bsence Even I
Absence Entitloment Balances o Goncel
Enttement Name id
<

I

Step @ Action [\ [o] {1

16. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

17. | The Duration automatically populates the hours for the absence
request based on the Start and End Dates.

For this example, the employee requested 3 days or 24 hours.

18. | Click the OK button to return to the Timesheet page.

& CONNECT

Timesheet

#& Home  Sign out

New Window | Help | & =

LAURA PETRILLO Employee 1D 000002075
HR

EmpiRecord 0

Act Earliest Change Date 07/01/2015
Select Another Timesheet

“View By’ Provious Period  Next Perod
“Date[10142015 |

Reported Hours 0.0

From Wednesday 10/1412015 to Tuesday 10/20/2015

Wed Ty i Sat Sum o Toe . Overide  OvertimelCom
1014 1015 1016 1017 10118, 1019 10020 ‘Total Time Reporting Code Reason Time: " [Fusimess st
= a & [Mowuo o B
= Q @ (MowuD @
= Q (Moo Q£
Save for Later Submit Apply Rules

Reported Time Status || Summary || Absence | Exceptions.

Absence Events Persone| |

Absence Take | )

“SartDate  EndDate Absence Name. Reason Oution Y Detaits Status ‘Approval Monitor ‘Source: Gancel Foresast Edt  Delete

10142015 |59 (101162015 |5 [Leave Bank Take [w] [Leave Bank / Donaion [] 2400 Hours 515 New Approval Monior I Forecast i

Absence Entitlement Balances Persansize | {2

Entitlrent e Balance 12 of 09142015

Step @ Action

19. | Click the Forecast button.

Forecast
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20. | This message is confirming the employee has enough leave to
submit the absence request.

21. | Click the Vertical scrollbar to move down the page.

22. | Click the Submit button.
Submit

Timesheet
Submit Confirmation

oK

Step ‘ Action Notes

23. | Click the OK button.

24. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.

25. | Click the OK button.

26. | Click the Home link.
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Favortes ¥ MainMenu ¥

- CONNECT

o~ | |Employee Expiring Licenses S o~ || Announcements S o
No expirng licenses in the next 60 days.

*  CONNECT Online Treining

55’9 Company Directory S o~

Search by Name, Job Tite, Department, or Email
®

27. | Click the Sign out link.

28. | You have completed the Request Time Off from a Timesheet with
Leave Bank/Donation topic.
End of Procedure.

Training Guide

Training Guide

The Training Guide PDF document is the complete CONNECT Employee Self-Service training
material included in this CONNECTed online training. The digital booklet includes:

o Cover page

o Notes page

e Table of Contents

e Concept page content
e Procedures

e Glossary

Download your PDF copy!
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GLOSSARY

activity In the CONNECT Education and Learning system, activity is an instance of a
catalog item (sometimes called a class) that is available for enrollment. The
activity defines such things as the costs that are associated with the offering,
enrollment limits and deadlines, and waitlisting capacities.

component A Component is a collection of pages which are logically grouped.

current learning

delivery method

learning
components

learning

environment

pagelet

planned learning
portal

search

Signin

In CONNECT Education and Learning, a self-service repository for all of a
learner's in-progress learning activities and programs.

In CONNECT Education and Learning, identifies the primary type of delivery
method in which a particular learning activity is offered. This is primarily
used to help learners search the catalog for the type of delivery from which
they learn best.

The foundational building blocks of learning activities that supports six basic
types of learning components: web-based, session, webcast, test, survey,
and assignment. One or more of these learning component types compose a
single learning activity.

The learning environment identifies a set of categories and catalog items
that can be made available to learner groups. Also defines the default values
that are assigned to the learning activities and programs that are created
within a particular learning environment. Learning environments provide a
way to partition the catalog so that learners see only those items that are
relevant to them.

Each block of content on the home page is called a pagelet. These pagelets
display summary information within a small rectangular area on the page.
The pagelet provide users with a snapshot of their most relevant PeopleSoft
Enterprise and non-PeopleSoft Enterprise content.

The plan learning is a self-service repository for all of a learner's planned
learning activities and programs.

The Portal is a single entry point to all of CONNECT business processes areas
available to the user based on role security access.

Search is composed of basic and advance search. Both allow you to look up
data based on information provided such as Employee ID or Name, or
selecting options from drop-down list boxes.

To Sign in or Log in indicates when the site opens, you type in your User ID
and Password to access the secured areas.
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